CM/ECF

Civil Manual

For New Users

December, 2012



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Table of Contents

Getting Started.........coooiiiiiii e 5
INETOAUCHON «. ettt ettt 5
HEIP DIESK ...ttt bttt sttt 5
Access to ECF Information and ReSOUICES...........c.ccoouruiiiiiiiiiiiiiiiiiicecceccceeee e 5
ECF System Capabilities ... 6

ReGISITAtION .....viiiiiiiicc e 6
ECE ACCESS ... bbbt 6
Public Access to Courts Electronic (PACER) ACCESS .......ccveirieineinieinieinicinictntcesietsteeseeesieesaenens 6

REQUITEIMENES .....ouiiiiiiiiiecic ettt sae e 7
Hardware and Software ReqUITEMENLS .........ccoeueuiiriiieiiiieccecc et 7

Preparation.......cccciiiiiiiiiic bbb 7
Setting Up the Acrobat PDF Reader ...........ccccooviiiiiiiiiiiiiiciieeeeeeeeeeeeteeee e 7
Portable Document Format (PDF) ........cccccooiiiiiiiiiiiiiiiiic e 7

HowW t0 VIEW @ PDE Fle.......c.coiiiiiiiiiiic e s 7
How to Convert Documents to PDEF FOrmat.........ccccccoiiiiiiiiiiiniiiiciiciccceeee e e 8
PDF/ A DOCUIMEINES ..ottt et teeteete et e beeteesaesbeessesesteessensestsessansasssessensesssessensasssensensesseans 9
Creating a PDF/ A with Microsoft Word...........ccccociiiiiiiiiiiiiicn s 9
Creating a PDF/ A with Corel WordPerfect X4 ...........cccccciiiiiinnieeeeeiiieressese e eseseeaenenes 10
Using Hyperlinks in PDF/ A DOCUIMENLES .........c.cccoiiiiiiiiiiniiiiiiiieeeeee e 11

A Step-By-Step GUIde........coiiiiiiiiii s 12
Log into the Live ECE SYSTEIM .....c.cccuiuiiiiiiiiiiiciiccie et 12
Selecting ECF FEatUures ...........cccocciiiiiiiiiiiiiiiiiiic e 15
Logout out of the LiVe SYSTeIM ......ccc.cuiiiiiiiiiiiiiciicc e 15

General INfOrmMation ..ot 16
General Rules and Manipulations ..........c.cooeiviiniiiniiiniiiieeeee e 16

Correcting @ MUISEAKE:.......c.ciiiiiiiic e 16
Signatures; Affidavits Of SEIVICE.........ccccviiiiiiiiiiiiiiiiicce e 16

Filing a New Civil Case (e.g., Complaints, Petitions, Notices of Removals).........cccccccoeeirrneinnnnes 18

Suggested Tasks to Complete Prior to Electronically Filing in ECF ............ccccccoviiiinniiiiiiins 38
Maintain Your Account — UtilitieS MeNU.........cccccouririeiiiiiininieiinnieeerieeeeeeeeeeeese e 38

Maintain User Account iNfOrMation ..........ceeeueueueueuieiinininieieieieieicititt e seieseee et saese st esesees 38
MoOTre USET INFOTTNALION ...ttt ettt ettt s ee 39



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Email INfOrmMation........coooiviiiiiriiieieieicer ettt et 40

If Adding Additional E-mail Address(eS): ........cceourururuiuiriniiiiiinirieiirieeeeeeeeereee e 44
View Your Transaction LOg ... s 45
Mailing information fOr @ CASE ........ccoiiiririiiriiicicc et 46
Filing Documents for Civil Cases ... 47
FIlING Q1N ANISWET ...ttt ettt ettt 48
Key Reminders about the Notice of Electronic Filing:............cccccovivinniinninniniiiiicicccces 56
Document and Attachment NUMDETING...........cccccovviiiiiiiniiiiiiieceeeecee e 56
Filing @ MOTION ..o 57
Filing a Notice of Hearing on MOtION ........c.cccoviiiiiiiiiiniiccieeereeeeeee e 62
Filing a Memorandum in Support of @ MOtION ........cccciviriiiiiiiniriciirccereeeeeeeeeee s 65
Filing an Affidavit with Attachments/Exhibits in Support of a Motion ...........cccceeiiiviiinnnes 68
FIlING EXRIDIES ...ttt ettt 72
Filing a Meet-and-Confer Statement .............ccccoiiiiiiiiniiiiiii e 76
Filing @ StIPUIATION ......cviiiiiiiiicc et 78
Filing a Certificate of Service on Proposed Order .............ccouviininiiinininininiiiiiniiinnccccceccceas 80
APPENAIX Attt ettt ettt ettt et a et n et aenen 82
Sample Attorney Registration Page..........ccccoviiiirrieiciiineccreeeee e 82
APPENAIX B ..ottt 83
Viewing Restricted Cases & Filings in ECF.........cccccccoiiiiiiiiiiiiiicciecccreceeeeeeee s 83
Social Security & IMmigration CaSES .........ccccvueueueiririeeeiririeeerreee et 83
Restricted Filings in ECE ..........ccoiiiiiiiiiice s 83
APPENAIX C ittt 85
Add/Create Party for Third-Party Complaint ............ccccccoiiiiiiiiinininniinineeeceeeeeens 85
Definition Of CONIOLS........c.ooiiiiiiiiiiiiecee et 89
APPENAIX Do 90
Additional Information Regarding ECFE ............cccccoiiiiiiiiiiiiiicceee 90
Selecting Filers in @ Large Case..........cccoviiiiiiiiiiiiiiiieeeieeee st 90
Common Errors with ECE FILING ........cccccciiiiiiiiicccce s 90
Documents Filed IN EITOT ......c.ccciiiiiiiccctictin sttt s 90
Posting The Wrong Pdf File To A Docket Entry Or Entering The Wrong Case Number........................... 90
Selecting The Wrong Document TYPe .........ccccuiiiiiiiiiiiiiiicccenrse e e 91
Failure To Select A Document To File.........cccccciiiiiiiiiiccrt et 91



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

ATTACHMENTS AND ATTACHMENT SIZE ......c.coccoiiiiriieenenieteenietnieneeesteeeie sttt st ssesee e saeeenens 91
PACER WINAOW ... 92
S€Aled DOCUIMENLES......c.ceiiiiririeeeteteiertrt sttt et be sttt ettt ettt sttt ettt nesenaes 92
APPENAIX E oot ee 93
The Federal Rules and Personal Identifiers..............cccocccioiviiiininiiininiiiiciccccce, 93
Waiver of Protection of IAeNtifiers ..........cooeiiiiiiiiiiiiieecc s 93
ENfOTCOIMENE. ...ttt ettt bbbt sttt bbbttt bbbttt e e s 93
Filing Unredacted Documents Under Seal.............ccccciirrniceiiiiinnnrneeeieieeeesese et eeeeees 94
Sample of Reference List of Personal Identifiers Redacted...........ccococeoevinieiinnccinnicceccene 95
APPENAIX Gttt ee 96
Creating an Appendix with Document Links............cccccocoiiiiiiiiniiiiicccccece 96
Options for Creating an APPENdiX........covveeueueiiueiiiiiiinieeeeeee ettt eees 96
Creating an Appendix with the “Include documents in Appendix” Option...........cccccceeiiiininiiiicennes 96
Creating an Appendix with the “Include document hyperlinks in Appendix” Option........cccccoeevcucnenne. 96
APPENAIX H ..o 98
Accessing the ECF Training Database............cccccccooiiiiiiiiiiiiiics 98
APPENAIX L.ttt 99
Accessing the New Cases RePOTt........cccociuiuiuiiiiiiiiiiiiiiiiis e 99
APPEINAIX J 1ottt 100
MDL Cas@ REPOTt.....ccciiiiiiiiiiiiiiiiiiii s 100

Page 4



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Electronic Case Filing System
User’s Manual
Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for all cases assigned to this
system. Users should have a working knowledge of word processing, web browsers, file
management and Adobe Acrobat.

Help Desk
Contact the Court’s ECF Help Desk for assistance between the hours of 8:00 a.m. - 5:00 p.m.,
Monday through Friday.

Local: 612-664-5155
Toll Free: 1-866-325-4975
OR

E-mail: ecfhelpdesk@mnd.uscourts.gov

Access to ECF Information and Resources

For up-to-date information on ECF, visit the U.S. District Court web site at:
www.mnd.uscourts.gov

The CM/ECEF link provides access to:

Live login to CM/ECF

Automated Password Reset

General Information

Training Information

Reference Guides and User’s Manuals
CM/ECF Help
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ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts and web
browsing software to perform the following functions:

e Electronically file pleadings and documents in actual (“live”) cases
e View official docket sheets and documents associated with cases } PACER

e View various reports for cases that were filed electronically Functions

Registration

ECF Access

ECF logins and notices of electronic filing will only be sent to attorneys who are members in good
standing of the bar of this court or to attorneys admitted pro hac vice. To be in good standing, an
attorney must comply with the requirements of LR 83.6, including timely payment of the
registration fee due every third year during the court’s re-registration process. After being
admitted, attorneys must file a notice of appearance in the case(s) they wish to appear as attorney
of record.

If you are currently admitted to the Federal Bar and are in active status, send an e-mail to to
ecfhelpdesk@mnd.uscourts.gov requesting ECF access. The e-mail should include the: Attorney’s
full name, MN Bar 1.D., and E-mail address. We will verify your admission status with the court
and e-mail your login/password information to you at the email address listed in ECF.
Login/password information can only be emailed directly to the attorney. If your admission status
is inactive, you will need to re-register to receive a login and password. You may also make the
request by calling the help desk at 1-866-325-4975 and providing the above information.

If you have forgotten your CM/ECF password, users can request a password reset by clicking on
the reset link on the main ECF login page. You will need to enter your ECF login ID and click the
submit button. An email message will be sent to the address of record for the user that will allow a
change to the password.

Registered users can visit a training version of the system on the Internet at https:/ /ecf-
train.mnd.uscourts.gov to practice ECF activities. We strongly recommend that registered users
practice in the “training” ECF database before filing documents in the “live” ECF database.

Public Access to Courts Electronic (PACER) Access

PACER is an electronic public access service that allows users to obtain case and docket
information from Federal Appellate, District and Bankruptcy courts, and from the U.S. Party/Case
Index. ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system.

If you do not have a PACER login, contact the PACER Service Center to establish an account. You
may call the PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at http:/ /www.pacer.gov/.
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Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case documents are the
following:

e A personal computer running a standard platform such as Windows or Macintosh

e A PDF-compatible word processor like Macintosh or Windows-based versions of Corel
WordPerfect or Microsoft Word

e An Internet Service provider

e A Web browser. Internet Explorer 7.0 or 8.0 and Firefox 3.5 are recommended. Some users
have had positive experiences with other Web browsers, but those listed here have been
tested and certified for compatibility with CM/ECF. Mozilla Firefox is compatible with
Mac and can be downloaded at no cost.

e Software, such as Adobe Acrobat Writer or pdfFactory, to convert documents from a word
processor format to portable document format (PDF). Versions of Adobe Acrobat 6 and
later, and Acrobat Writer 5.0 adequately meet the CM/ECEF filing requirements.

e Adobe Acrobat Reader, which is available for free, is needed for viewing PDF documents

e A scanner may be necessary to create electronic images of documents not in your word
processing system

Note: Scanning is only used for documents that cannot be produced electronically.
Scanned documents lessen the level of service we provide by slowing
down the entire system. We are moving away from the utilization of scanned documents
internally and ask you to do the same whenever possible.

Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software to view documents that have been
electronically filed on the system. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

All documents (e.g., pleadings) must be converted to PDF or PDF/ A format before being posted to
the Court’s Electronic Case Filing (ECF) system. Before sending the file to the court, users should
preview the PDF formatted document to ensure it appears in its entirety and in the proper format.
Only PDF documents may be filed using the ECF system.

HOW TO VIEW A PDF FILE
1. Start Adobe Acrobat program
2. Click File menu > Open
3. Click the location and file name of the PDF document to be viewed
4. Adobe Acrobat Exchange loads the file and displays it on the screen

Note: If the displayed document is larger than the screen or consists of multiple
pages, use the scroll bars to move through the document. Click the View menu
for other options for viewing the displayed document. Choose the option that is most
appropriate for the document.
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HOW TO CONVERT DOCUMENTS TO PDF FORMAT

The conversion process requires special software such as Adobe Acrobat Writer or FinePrint
pdfFactory. Some software (e.g., WordPerfect and Microsoft Word) have Acrobat components
built-in or available as add-ins. These can be used to convert documents to PDF. The District
Court of MN is not concerned with what software is used to convert the file. Options besides
Adobe Acrobat include any features already in your word processing software, or any of the
following:

e 602Pro Print Pack 2002 e LeadTools ePrint 3.0

e BCL easy PDF 3.1 e pdf995 and pdfEdit 995
e eDocPrinter PDF Pro 5.58 e PDF-XChange 2.5

e eXPert PDF Printer 2.0 e Jaws PDF Creator 3.0

e FinePrint pdfFactory PRO 1.57 e Win2PDF Pro

e 602Pro Print Pack 2002 e LeadTools ePrint 3.0

Using any word processing program convert the file to PDF by:
Once PDF conversion software is loaded on your computer:

1. Open the document to be converted
2. Select Print option (generally found in the File menu)

3. Change printer option to the PDF choice available (A drop-down menu with a list of
printers is displayed)

2x

—

: 1T
. [Adobe POF mnperties... |
. Syztern Default Printer
' Printers... |

Stati I

Microzaft Office Document Image Writer
| ST 1 I . g s 1

4. “Print” the file. The file should not actually print out; instead the option to save the file as a
PDF format file appears (below):
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Save PDF File A= 2 x|
Save I‘E.-’-‘ntt::umey ] | | |‘j‘€| |
E civilcovershest. PD E responze in opposition. POF
f-----------------’ _h . .
. [*=| complaint. FOF E surnrmary judgrent. FOF
E E ECF Manual with criminal2. PDF
E flyer. pdf
. arder an mation. POF
E arder rerferring mation. FOF
E randr. PDF
. File name: IEEF b arwal with criminal2, POF Save >
E Save as ype: IF'DF files [* PDF) j Cancel |
E Edit Diocument Info. [~ Wiew FDF File

Note: Make a note of the file location so you can find the document
later when you are ready to post it to ECF.
Change the location if necessary by clicking in the “Save in” area of the window.

5. Name the file, giving it the extension “.PDF” and click the Save button.

NOTE: Depending on the word processing program being used, it may be
necessary to find the printer selection option elsewhere. At that point, change
the printer to Adobe PDFWriter, and follow the directions above.

PDF/A Documents

PDF/ A is a standard format that allows for the long-term archiving of electronic documents with
the assurance that the documents will be accessible in the future. CM/ECF will now accept both
PDF and PDF/ A documents.

CREATING A PDF/A WITH MICROSOFT WORD
1. To create a PDF/ A directly from MS Word, the user must update the PDF conversion
settings. In Word 2007, click on Preferences in the Acrobat menu in the ribbon:

-

Home Insert Page Layout References Mailings Review View Menus Acrgbat
1, em s = = —
Create Preferences Create and Mail Create and Send  Acrobat
PDF Attach to Email Merge For Review  Comments =
Create Adobe PDF Create and Email Review And Comment
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In older versions of Word, go to Adobe PDF>Change Conversion Settings to access the PDFMaker

window.

2. In the PDFMaker window, click the Create PDF/ A-1a:2005 compliant file checkbox, then

click OK.

= Ausictal POFM sken |
Settings | Secuiy | Wond | Bockmats
FOFMaker Sattings -
Conwersion Sesinge [FOF-1b.2005 (HGE) -

S Lz these sstirgs to meste Sdobe POF documents dhat sie bo be checked on must =
L1 comform by FOFA b, an 150 standard b toe long berm preservation jackieall ol =

¥ Wiew fidobe FOF result
¥ Fiompt o sdobe FOF [is nama |

Adobe, te fidche logo. crchat, the Adobe FOF logo. PostScrpl. and Readsr ain
regitbered trademats o rademarks of Adobe Spstems Incorponsted in the

F 10 O 13ET- 2005 Adobe Sistene: | neoponaled snd i keendois Al sgfts: repsived
i eithes
Adake United Stales arelion o couririss.

Riesioos Defauls OE | Cawel Heb |

CREATING A PDF/A WITH COREL WORDPERFECT X4

Note: Older versions of WordPerfect do not include PDF/ A in the Compatibility options.

1. To create a PDF/ A directly from WordPerfect X4, click on File> Publish to PDF, then click

Settings.
Publish to PDF
Save i | (L] My Documents ¥ Q@
CICCWn ) Werking Flles
i E} i Corel User Fles lath - 0z-a5E
My Racent ‘) Cropper Captures ath - 08-438
Documents ) Csagnastic Tool For the Manosoft v “lath . 07-178
i Dowrloaded Program Lipdates -l 10th - 05-15
G I Dowmioads = 10th - D6-10-
Deskbop CFidder2 Tior2idesa
CIHTML L 0740desa1
Ay Music 2009 NGS Cx
7] Ely Pictures = 15205dess
LAty Shapes T 16668850
My Ecrms iy Wideos 20175 611
My Wirtual Machnes s
fd’ nghhwestr.def st 091513608
L Spanmassassin = ACOZIIECFE
My Compaiter
4 >
g Flo gorme; %]
n-},.mw FOF Style: Custom {Current settings nol saved) b
L
[Tl open POE After Saving
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2. Inthe Publish to PDF Settings window, select PDF/ A-1a from the Compatibility dropdown,

then click OK.

[X]

Publish to PDF Settings

GE‘"ETEJ Objects | Document | Advanced | Security
File rearres: CADocuments and Settings\WONHINKC\My Documents\Document].pc)

Export range
{#) Full documerit () Cusrent Page
i O Pages: |
Compabbdity: | POF/&-1a w
Acrobat 3 PDF 1.2)
Auther: Acrobat 4 [PDF 1.3)
Acrobat 5 (POF 1.4)
Eeywords: _lpogss s
I é]
POF stybe -
Lo J[ concel J[ tep |

USING HYPERLINKS IN PDF/A DOCUMENTS

To access hyperlinks in a PDF/ A document, in Adobe Acrobat/Reader, go to Edit> Preferences>

Documents, and select Never in the PDF/ A View Mode dropdown list.

Freferences
Cakegories: [~ Open Settings
Dacuments [ Restors last view settings when reopening documenks
Full Scraen ¥ ©pen cross-documant links in same windaw
==
Pa::[)is:ldy ¥ alow layer skate bo be sak by user nformation
— ¥ slow documenits to bide the menu bar, toclbars, snd window controls
3D & Multimedia |
ccessbilty Doourmeants inrecandy used lisk: E =
Acrobat.oom
Ferms
Tdentkity
International | Save Settings
Interret . " i
Javasaript W Automatically save document changes to temporary fie every: ]5_ minutes (1-29)
IMgasuting (20) [¥ Save As ophmizes For Fast Weh View
e asuring (30)
Measuring (Geo) =
Iakimedia {legacy) FOFA View Mode:
Tulimedia Trust {legacy) “iew documents in POFJA mode:
Peadng L
Search
Security
Security (Enhznced)
Speling
Tracker
Trust Manager
Linits

Ok I Cancal
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A Step-By-Step Guide

Below is a step-by-step guide for accessing the ECF system, preparing a document for filing, filing
a motion or application, and displaying a docket sheet. Before actually filing for the first time, it is
recommended to practice filing in the training database (instructions outlined in the Appendix).

Log into the Live ECF System
1. Via the Internet at: https:/ /ecf. mnd.uscourts.gov/cgi-bin/ShowIndex.pl

| Address |@ hittps: fjecf.mnd. circs. denjogi-bing ShowIndes. pl = e

Welcome to the U5, Dustrict Court for the U, 5. District Court Minnesota

113 Dhstrict Court Minnesota - Document Filing Systermn

The District of Minnesota Clerk's office will be closed on Monday December 31, 2007 and on Tuesday January 1, 2008. CMUYECE will he availahle
for electronic filing, but the CMYECF Help Desk will not be staffed.

25April2006

< Court Information ’
—

NOTE: The Court Information link provides users with current
Court and PACER Information.

OR

1. From the District of Minnesota’s Web site at: www.mnd.uscourts.gov
2. Click Live ECF LINK

| Site j Search
o

3P im

CM/ECF | JuryDuty | MDL | Calendar | Information | CourtForms | New Cases
You are here: Home Local = ":' Adabe Download [Eh Print thizs page
Courthouses Citizens are being targeted in Minnesota by phone calls and threatened with prosecution for

failing to comply with jury service in federal courts. Please read the following important warning, click here.

Courtroom TEChnO“)gY If you receive an email from "subpoena@uscourts.com", please do not open the link inside the

E | t email. The link will install a virus on your PC or network. This email was NOT sent by the U.S. Courts. If you
mploymen receive one of these emails, you are advised to delete it from your inbosx. If you wish to view a "safe"
example of one of these bogus emails, view the Subpoena.

Judges

Judicial Complaints
| Live ECF LINK |

Local Rules

Media Information

Phone List Minneapolis Duluth
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3. Click District Court Minnesota - Document Filing System

Webcome to the U135, Dstner Covrt for the District of Mirmesota

Diigtrict of Minnesota - Document Filng System

21July2008

Ceawt Tnfarmation

The following window will appear:

NOTE: The Live Login window for ECF will have a

CM/ECF Filer or PACER Login white background; the Training Database Login

Noti will have a teal or green-colored background
otlice . s . .

This is a Restricted Web Site for Official Court Business only. UnautH (see Training Database section if necessary)

U.S. Code. All activities and access attempts are logged.

Instructions for filing:
Enter your CM/ECF filer login and password if you are electronically filing something with the court.

If you received this login page as a result of a link from a Notice of Electronic Filing email:

Enter your CM/ECF filer login and password. The system prompts customers for a CM/ECF login and password when attempting to view
certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the document. If you receive the message "You do not have
permission to view this document,” viewing the document is restricted to attorneys of record in the case and the system does not recognize
you as such. If the login prompt appears again, after you have entered your CM/ECF login and password, it means that the "free look" link has
expired. You will need to enter your PACER login and password to view the document.

Instructions for viewing filed documents and case information:
If you do not need filing capabilities, enter your PACER login a

register online at
hitp:/ipacer psc.uscourts.gav.

Authentication

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social

Login® Security or taxpayer-identification numbers; dates of birth; names of minor children; financial
account numbers; and, in criminal cases, home addresses, in compliance with Fed R Civ. P.
Password: S52orFed R Crim P 49 1. This requirement applies to all documents, including attachments.
client
code: [ I understand that, if | file, | must comply with the redaction rules. | have read this notice.
Notice

An access fee of $0.08 per page, as approved by the Judicial Conference of the Uns
about CMVECE, click here or contact the PACER. Service Center at (800) 676-6856.

States, will be assessed for access to this service. For more information

CMVECF has been tested and works corvectly with Firefox 3.0, and Inte

NOTE: Notice of Redaction check box must be
selected for successful login to CM/ECF.

Note: All CM/ECF login names and passwords are case sensitive.

4. Enter your ECF Login and Password in the appropriate entry fields

If... Then...

Filing a pleading or maintaining your account Login to ECF
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Viewing a document or using a query for case information

Login to PACER**

Login information was incorrectly entered in

Click Clear, re-login

accessing the ECF system.

** The PACER login provides the ability to view ECF case dockets and documents with the
user being charged a fee. The client code field is an optional PACER field used for organizing
your monthly bill to associate costs to specific clients.

Logging into ECF with PACER login information will prohibit you from successfully

5. Click Login to transmit your user information to ECF
The following security window will appear:

Security Information

ri“l Thiz page containg both secure and nonsecure

?. iterms.

Do pou want to dizplay the nonzecure items?

Mo | More Info |

x|

6. Click Yes to Continue (Click “No” or “More Info” if unsure about this option)

The Main ECF window will appear:

Criminal . - - utilities

U.S. District Conrt
1.8 Distrier Comrt Minnesots

Offacial Coust Flectronic Dacunent Filing System

CMUECF Help Dk will mat be wtafid.

Cferal Court Bucstrness only. ACTivily fo ansd from this 3ite 15 logged Dectmer
o eriminal aenmiy will be dedd 5 fise apapriate lsw el

oot rtzcape's fame capabiiity for new navigarion fips

Matscape/ POF Semngs

st Fogin 12.28.2007 1058

Thee Distriet af Minnesaes Clerk's offiee will be elosed an Manday December 31, 2007 and on Tuesday Jusuary |, 2008, CAUECE will be wvailshle for elecmranie filing, hut the

it flimgs e thas spstem are subyect fo Federal Rde of Conil Frovedure |1, Bviden
al

eioome to the U5 District Cours for thse U5 District Court Minnesota Stecteeni Decument Piing Spstem. This page f= for the 1se by anormeys and firms parfieipaning (a the
rectronic filing apaters The most recent version af e Meticape browser and tie Adole PO reader can be obfaired by selecting the Netscape!FDF Settirngs cption liated below]

s shoislal becoms vl wirh the s gations] capabiline: of pour Neticupe browssr. Mt seraen displaps im i3 gpitem ane 56031 to provide o small fap Bame for Netscrpe

Logout '_’

ECF Help Desk as soon as possible.

NOTE: The date you last logged into the system appears at the bottom left corner of
this screen. Review this information each time you login for security reasons. If
you believe your last login date and time are incorrect, or suspect an unauthorized
party is using your login and password, please call the court’s
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Selecting ECF Features
The following features are accessible from the Blue menu bar at the top of the main window.

Feature Use this option to:
Civil Electronically file all civil case pleadings, motions, and other court documents.
. . Electronically file all criminal case pleadings, motions, and other court
Criminal
documents.
Search by specific case number, party name, or nature of suit to retrieve
Query documents that are relevant to the case.
You must login to PACER before you can query ECF.
Retrieve docket sheets and cases-filed reports. You must login to PACER
Reports .
before you can view an ECF report.
Utilities View your personal ECF transaction log and maintain personal ECF account
information.
Use to find and get to the menu option or docket event that you need. Type in
Search a partial or full word and a complete list of menus and events containing the
word is displayed. The items appearing are links to the filing of the event.
Sign out of ECF and prevents any filing with your password until the next
Logout time you log in. Only one user can be logged in using the same
login/password at once.
See a help file for the screen you are viewing.

Logout out of the Live System

After you have completed all transactions for a particular session in ECF, you should exit from the

system.

1. Click Logout

2. A pop-up message will appear stating, “Although you have logged out from CM/ECF,

data remains in the browser’s memory (and might be available to someone else using your

PC). Please close your browser now to clear this data.”
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General Information

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the
Court a variety of pleadings and other documents for civil cases.
General Rules and Manipulations

CORRECTING A MISTAKE:

Use the [Back] button on the browser toolbar to go back and correct an entry made on a
previous screen. However, once the document is transmitted to the court, only the court can
make changes or corrections.

SIGNATURES; AFFIDAVITS OF SERVICE

A pleading or other document requiring a signature must be signed in the following manner:

s/Pat Attorney

Pat Attorney

Bar Number 12345

Attorney for (Plaintiff/ Defendant) XYZ Company
ABC Law Firm

123 South Street

Minneapolis, MN 55415

Telephone: (612) 555-5555

Fax: (612) 555-5554

emailaddress@domain.com

The following procedure applies when a stipulation or other document (e.g., a joint motion, joint
exhibit list, and 26(f) report) requires two or more signatures:

a. The filer must initially confirm that the content of the document is
acceptable to all signatories by obtaining their original signatures on the
document.

b. The filer then must file the document electronically, indicating the
signatories with an “s/signature” (e.g., “s/ Jane Doe,” “s/ John Smith,”
etc.) for each signatory.

By filing the document, the attorney certifies that: (1) the document
has been signed by all necessary people, including affiant and notary;
and (2) if applicable, and the ink signed originals exist and will be
available in their office for inspection. These documents should be
retained in accordance with the retention rules required by the Eighth

Circuit and Federal Circuit.

Page 16



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

c. A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the
authenticity of the signatures themselves must file an objection to the
document within 14 days of service of the document.
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Filing a New Civil Case (e.g., Complaints, Petitions, Notices of Removals)

Initiating documents (e.g., complaints, petitions, notices of removal, etc.) along with civil cover
sheets should be filed electronically in ECF. Filers are responsible for entering all case information
including the Nature of Suit, Cause of Action and named parties. Sealed civil cases and
miscellaneous cases cannot be opened electronically by attorneys and will be opened by the
Clerk’s Office.

Electronic civil case opening is a two part process: 1) enter the case data, and 2) file the initiating
documents. For assistance during this process, please contact the CM/ECF Help Desk at
612.664.5155 or 866.325.4975.

PART I: ENTER the CASE DATA

1. After logging into CM/ECF with the filing attorney’s CM/ECF account, select Civil from
the blue menu bar at the top of the ECF screen.

EECF Civil = Criminal - Query Reports - Utilities ~ Search

2. Click Civil Case under Open a Case NEW!

Civil Events

Open a Case NEW!

3. A window will appear with important instructions on the case opening process. Review
this information, and then click Next.

Please note: only attorneys fully admitted to the District of Minnesota or MDL attorneys
filing a new MDL case may open a new case.

Open Civil Case
IMPORTANT! Only attorneys fully admitted to the District of Minnesota or MDL attorneys filing a new MDL case may open a new case.

Before initiating any new case filing, please consult the Electronic Case Opening Instructions, Party Name Guide and the list of available Cause of
Actions for more information. Direct questions to the Clerk's Office at 612-664-5155 or 866-325-4975,

Before proceeding, prepare the following documents:

* _Civil Cover Sheet
* Complaint (prepare any exhibits as separate documents).
* Notice of Removal (prepare State Court Records and any exhibits as separate documents).

Pay the filing fee using a savings or checking account, or a credit card.
File the following documents separately. Do not attach to the case initiating document.

* Application to Proceed in District Court without prepaying Fees or Costs
* Answer to Complaint

* Corporate Disclosure Statement

* Request for Waiver of Service of Summons
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4. Bypass this screen without making any changes. Click Next.

[Open Civil Case

ATTENTION: Please bypass this screen without making any changes.
Simply click on the Next button.

ﬂfﬁcelDMN vI Cnset_vpelt'u' *I

Date filed: 10/10/2012

Other court name |

Other court number |

| Clear

5. Enter the Case Data:

The Case Data Screen may be completed using the information provided on the Civil Cover
Sheet. The Civil Cover Sheet (JS44) is available in fillable form on the court’s website at
http:/ /www.mnd.uscourts.gov/FORMS/court_forms.shtml. A completed Civil Cover Sheet
must be attached in PDF format when filing the case initiating document in PART II of the
Electronic Civil Case Opening process.

Selections made on the Case Data Screen are very important. If an error message appears on
the screen, double-check the accuracy of the information entered, which must be corrected
before case opening may continue.

[Open Civil Case

HELPFUL HINTS
1. Please enter below the information as it appears on the completed Civil Cover Sheet.
2. O_nlt,{ when selecting Diversity as the basis for Juristiction, enter the citzenship of the principal plaintiff and principal defendant in the fields
g.mcvrlwda?w%.e Fee Status to pend (IFP Pending) if filing an Application to Proceed in District Court without Prepaying Fees or Costs.
4, Change Fee Status to wv (waived) if filing on behalf of the United States of America.
Jurisdiction |3 (Federal Question) =]
Cause of action | | Fiteer: | Clear filter
Nature of suit |D (zera) | Filter | Clear filter
Origin |‘1 (Original Proceeding) B
Citizenship plaintiff | d
Citizenship defendant | j
Jury demand | n (None) ~| Class action In {No Class Action Alleged) +| Demand (S000) ’7
Arbitration code [Leave blank | County [Aitkin -
Fee status |pd (paid) j Fee date ’W Date transfer m
£ = deteulied

Page 19



http://www.mnd.uscourts.gov/FORMS/court_forms.shtml

CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Jurisdiction

Jurisdiction is a term that refers to whether a court has the power to hear a given case.

“Federal Question” jurisdiction means that federal courts will hear cases that involve issues
regarding the Constitution or other federal laws. "Diversity Jurisdiction" is where the opposing
parties are citizens of different states. “Diversity jurisdiction" enables a federal court to hear
cases where there is not a federal question. The federal law governing diversity jurisdiction
states that a case must have an "amount-in-controversy" of $75,000 or more before a federal
court can hear a case.

Jurisdiction defaults to 3 (Federal Question). The drop-down list displays additional options for
jurisdiction, including 1 (U.S. Government Plaintiff), 2 (U.S. Government Defendant), 4 (Diversity),
5 (Local Question).

Cause of Action

Available statutes, which are also referred to as Causes of Action, are listed in numerical order.
To enter the applicable Cause of Action, click the drop-down list and scroll down to find the
appropriate selection. Or, use the Filter field by entering a full or partial statute number or text
description. CM/ECF will narrow the drop-down list to only the items that match the statute
number or description entered. If you cannot locate a specific Cause of Action, select a generic
statute, e.g. 28:1332 Diversity, 28:1441 Petition for Removal.

Cause of action | 23:1332pip (28:1332-pip-Diversity-Personal Injury. Product Liability) j|rﬂ:er. |23:1332| Clear filter |

Nature of Suit

Nature of suit codes are listed in numerical order. To enter the Nature of Suit, click the drop-
down list and scroll down to find the appropriate selection. Or, use the Filter field by entering
a full or partial number or text description. CM/ECF will narrow the drop-down list to only
the items that match the number or description entered.

Nature of smit | 367 (Personal Injury: Health Care/Pharmaceutical Personal Injury F‘roducj Filter: |3571 | Clear filter |

Origin

A Complaint originating in Federal Court is classified under Origin 1 (Original Proceeding). A
Notice of Removal is classified under origin code 2 (Remouval from State Court). Use the drop-
down box to select the appropriate origin code for the case.

Citizenship
The citizenship of the parties must be provided only for cases in which Diversity has been

selected as the basis for jurisdiction. When filing a diversity case, select the appropriate
citizenship statement for the plaintiff and the defendant.

Jury Demand

Jury demand should be selected only if there is a jury demand contained within the case
initiating document(s). The jury demand status may be entered by the plaintiff when filing a
Complaint or the defendant when filing a Notice of Removal. N (none) should be selected if
none of the parties have formally demanded a jury trial.
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Class Action
If the Complaint alleges a class action, select “y” in the Class Action field. To request class
certification, a separate motion must be filed after the case has been opened.

Demand
If a monetary demand is included in the Complaint, enter the amount to the nearest thousand
dollars. For example, if the demand is $1,500,000 enter 1500, without a dollar sign, comma or
decimal.

Arbitration Code
Leave this field blank.

County
Click the County drop-down list to display a list of all counties in the District of Minnesota.

From the list, select the county of residence of the first listed plaintiff. If the U.S. Government is
the plaintiff, select the county of residence of the first listed defendant.

Fee Status

Unless filing on behalf of a U.S. governmental agency or if filing an Application to Proceed in
District Court without Prepaying Fees or Costs, the fee status should be set to pd (paid). If an
Application to Proceed in District Court without Prepaying Fees or Costs is being filed, pend (IFP
pending) should be selected. Attorneys for the United States or agencies of the United States
government should select wv (waived) as the fee status.

Fee date
Leave this date defaulted. Do NOT modify.

Date Transfer
Leave this field blank.

6. Enter Party Names

Perhaps the most critical component of electronic civil case opening is the entry of party
names. It is important that this be done correctly because it impacts not only the case being
filed, but the general records of the court. The Party Name Guide is available on the court’s
website to provide assistance in adding party names. IMPORTANT: Please consult the guide
before entering a new party into the court’'s CM/ECF database. If filing a Notice of Removal,
enter the parties from the Complaint.

Searching for a Party

The Party Search screen is divided into two panels. The left panel contains controls to Add
New Party and Create Case. The search fields in the right panel allow users to search the
CM/ECF database for party names.

Page 21


http://www.mnd.uscourts.gov/cmecf/reference_guides.shtml

CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

To enter a party name, first search existing names in the CM/ECF database by entering at least
two letters of the party’s last name in the Last/Business Name field. If the party is a business,
enter the first two letters of the business name. Omit articles such as A, An, and The. Please do
NOT enter parties in all CAPS.

Click the Search button to view a list of available party names.

Open Civil Case

HELPFUL HINTS

1. Please consult the Electronic Case Opening Instructions and the Party Name Guide before entering parties on the case.

2. Use the fields below to search for or create a party name. Remember to select the appropriate party role (e.g. plaintiff, defendant) for each
party entered.

3. When finished, all parties will appear on the left side of the screen. After entering all party names, click the Create Case button to complete
PART I of the case opening process.

4. Leave all party contact fields blank. Do NOT enter address, phone, or email information and do NOT select a party with this information

populated.
Add New Party | Search for a party
Collapse Al Expand All Last/Business Name : First Name I:l Middle Hame
0:12-cv-77777

As the system searches for a party name match, CM/ECF will display a list of existing party
names. Scroll through the list to review the potential party name matches. If the name of the
party appears in the list, click on the party name to highlight it, and then click the Select Party
button. If there are multiple parties with the same name, double click on the party name to
determine if there is address information entered. Do not pick a party with address
information. If the name of the party does not appear in the list, consult the Creating a New
Party instructions below.

Add New Party Create Case Search for a party
Collapse Al Expand 4 Last/Business Name [rBC First Hame Middle Name
0:12-¢cw-77777 Search
Search Results

ABC Coporation
ABC Corporation
ABC Electronics

Select Party Create New Party

Creating a New Party

If the system does not find a match after performing a party name search; click the Create New
Party button to create a new party record in the CM/ECF database.
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CM/ECF will display the Party Information screen. Although several data entry boxes appear
on the Party Information screen, only the following fields should be completed.

Last name;

First name;

Middle name or initial (If applicable);
Generation (If applicable);

Title (If applicable);

Role; (Plaintiff or Defendant) and
Party text (If Applicable)

Note: The Corporation field does not need to be modified.

Do NOT enter any additional information (address, phone, email, etc.).

Party Name

Party names must be entered as they appear on the case caption. For businesses, the entire
company name must be entered in the Last/Business Name field. For individuals, the Last
name, First name, and Middle name fields are used. The Generation field (e.g., Jr. Sr.) and Title
field may also be completed, if applicable.

Role
The Role type defaults to defendant. Important: modify this field to the correct party role
from the drop-down list.

Party Text
The Party text field is optional and may be used to add descriptive information about the party

as it appears in the caption of the case initiating document. Examples of party text are: A
Minnesota Corporation, Individually and in the Official Capacity, as Trustees of, etc.

When all required information is entered, click the Add Party button at the bottom of the
screen to add the party to the case.

As each party is added, the party name will appear in the panel on the left side of the screen.
The information in the left side panel is referred to as the Case Participant Tree.

An alias may be entered for a party only if the party alias appears in the caption of the
complaint. For example, if the complaint reads: “COMPANY X, formerly known as BUSINESS
Q.” In this situation, BUSINESS Q should be entered as the alias for COMPANY X.

Never enter a corporate parent or attorney for a party. Instead, file a Rule 7.1 Disclosure
Statement after filing the initiating documents.

Page 23



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

The following chart provides a description of the icons and functions that are available in the
left side panel of the Case Participant Tree.

Icon Description

2¢ | Delete this party or alias from the case.

*4 Add a new alias in the case.

| Edit this party or alias in the case.

Expands or collapses the party menu.

The Expand all hyperlink displays all party information in the case, including aliases. The
Collapse all hyperlink displays only the names of the parties in the case, with all other
information collapsed in the tree.

Each branch of the case participant tree may be expanded or collapsed individually by clicking
on the + and - icons.

After entering all parties in the case, expand the Case Participant Tree to review the party
names for accuracy. If necessary, click the appropriate icon in the Case Participant Tree to add
or correct information.

Important: do not click the back button when entering parties as you will lose any parties
already entered on the case.

7. Create Case

When all parties have been added and appear correctly in the Case Participant Tree, click Create
Case on the left panel.

Add New Party -. Search for a party
Colla Al Expand AII' Last/ Business Name li First Hame ’7 Middle Name
0:12-cv-77727 Search
-/ Jackie Ellingson pla. 2
Alias ¥

Corporate Parent or other affiliate "8
Attorney
- ABC Corporation df.~

alias 5

CM/ECF provides one last opportunity to make changes to case opening information. Clicking
No will allow you to add, delete or modify parties. If all of the information is correct, click Yes to
create the case and obtain a case number.
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Collapze Al Expand Al

Caze will be created. Proceed?

0:12-ev-7272? Yes| Mol

Middle]

Jackie Ellingson pla.” &

Alias *

Corporate Parent or other affiliate *
Attorney

ABC Corporation dft .~ =
Alias *
Corporate Parent or other affiliate i

Attorney

The case data is now entered in CM/ECF and a case number has been assigned. Please make a
note of the case number.

[Open Civil Case

|Case Number 12-216 has been opened.

ICLICK HERE NOW TO DOCKFET THE COMPLATINT OR OTHER INTTTATING DOCTUMENT!

Click on the hyperlink, CLICK HERE NOW TO DOCKET THE COMPLAINT OR OTHER
INITIATING DOCUMENT to continue with PART II of the case opening process.

All case initiating documents (e.g., Complaint, Notice of Removal, civil cover sheet) must be
filed immediately after the case has been opened.

IMPORTANT: If a case has been opened incorrectly, STOP and contact the Clerk’s Office for
assistance at 612.664.5155 or 866.325.4975. Do NOT open the case a second time.

NOTE: After the initiating documents (e.g., Complaint, Notice of Removal) have been filed,
the Clerk’s Office will randomly assign a district judge and magistrate judge to the case. A text
only notice will be docketed and the judge information will be displayed on the Notice of
Electronic Filing.
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PART II FILE INITIATING DOCUMENTS

IMPORTANT: Filing a Complaint or Notice of Removal in CM/ECF requires the electronic
payment of a $350 filing fee or $5 for a Petition for Writ of Habeas Corpus. Before filing the
initiating document(s), it is important to obtain relevant financial account information in the
form of either:

1) the routing number and account number for a firm savings or checking account; or

2) the account number, expiration date, and 3-digit security code for a firm credit card.

NOTE: When filing a new case on behalf of the USA or with an Application to Proceed in District
Court Without Prepaying Fees or Costs, it is not necessary to submit a filing fee payment with the
initiating document(s).

To complete PART II of the electronic civil case opening process, click on the hyperlink to
docket the complaint or other initiating document after obtaining the case number, or click on
the Complaints and Other Initiating Documents menu on the Civil Events screen.

1.  The civil case number will populate, click Next.

[Complaints and Other Initiating Documents

Civil Case Number
0:12-cv-216

| Mext Clear|

2. A window will appear stating, “You are not an attorney of record on this case. Please verify
that you have entered the correct case number,” click Next.

3. Make the appropriate selection of the case initiating document, e.g. Complaint or Notice of
Removal from the list of available events, click Next.

Complaints and Other Initiating Documents
0:12-cv-00216 Ellingson v. ABC Corporation

lAvailable Events (click to select an event) Selected Event

Amended Complaint |Comp|aim
Amended Counterclaim

Amended Crossclaim

Amended FourthParty Complaint

Amended Third Party Complaint

Complaint

Counterclaim

Crossclaim

Fourth Party Complaint

Intervenor Complaint

Matice of Removal

Petition (in a Civil Case)

Petition for Writ of Habeas Corpus

Petition re: Review of Maturalization Application
Frisoner Complaint under 42 USC 1983 ;l
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4. Select the Filer

Pick Filer |

Collapse All
~ABC Corporation dft

-Jackie Ellingson pla

Select the filer.
Expand All

Select the Party:

ABC Corporation [dft]

=]

| Next I Clear || New Filer I

Ellingson, Jackie [pla] !

=

First, select the filing party from the list of parties in the case. When filing a Complaint, select

the plaintiff(s). When filing a Notice of Removal, select the filing defendant(s). Once a

selection has been made, click Next.

Note: If a party was not added on Part 1 of the case opening process, select the New Filer
button and add additional parties listed in the initiating document.

5. Create Attorney/Party Association

CM/ ECF will prompt the filing attorney to add himself/herself as counsel for the filing
party(ies). Place a check in the box(es) to the left of the party name(s) to create an

attorney/ party association. Click Next.

be created.

Clear

The following attorney/party associations do not exist for the above case(s).

Please check the box on the left of the screen for associations which should

If the association should nor be created, be sure the box is unchecked=

ackie Ellingson (pty-pla) represented by Marsha Clark (aty) [T Lead I© Notice
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6. Select the Parties that the filing is against. If selecting individual parties under Select the
Party, each party name will carry over into the final docket text. Note: if there are more
than ten parties select All Defendants under Select a Group. If selecting a group, the final
docket text will display “filed against all Defendants”.

For Removals, select the filer(s) of the state court Complaint, e.g. plaintiff(s). Click Next.

Pick Party | Please select the party that this filing is against.
(For a Notice of Removal, select the filer(s) of the state court Complaint.)

Collapse All Expand All
-Jckie Ellingson pla

5 Select the Party: OR Selecta Group:
~ABC Corporation dft

Ellingson, Jackie [pla] ﬂ
ABC Corporation [dft] | % No Group
 All Defendants
 All Plaintiffs
" All Parties
[

[Next | clear | MewParty |

7. Upload PDF Documents

When prompted to attach PDF documents to the filing, attach the initiating document (e.g.,
Complaint or Notice of Removal) in the Main Document field using the Browse button to
locate the PDF file.

When filing a Complaint:

Upload the Complaint as the Main Document. Any exhibits to the Complaint must be filed as
attachments. Exhibits can be attached as one PDF or separately, up to 15 MB in size. Following
any exhibits, the Civil Cover Sheet must be filed as an attachment to the Complaint. File all
other documents separately, including a Notice of Appearance or an Application to Proceed in
District Court Without Prepaying Fees or Costs.

1. Attach the Complaint as the Main Document.
2. Attach Exhibits starting at Attachment 1. Exhibits can be attached as one PDF or separately up to 15 mb in size.
Select Exhibit(s) from the Category drop-down list and list the exhibit number(s) or letter(s) in the Description.
3. Attach the Civil Cover Sheet as the last Attachment. Select Civil Cover Sheet from the Category drop-down list.
4. File all other documents, including a Notice of Appearance separately.
Select the pdf document and any attachments.

Main Document
ClDocuments and Settings'ellingsoll  Browse. ..

Attachments Category Description
1. |C:\Documents and Settings\ellingsol|_ Browse... |E¥hibit(s} =l [az Remove
2. [CaDocuments and Settings\ellingsol_Browss... | | Civil Cover Sheet = Remove
3.| Browse... I =l |

Clear
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When filing a Notice of Removal:

Upload the Notice of Removal as the Main Document. Attach the Summons and Complaint as
Attachment 1. Attach any other pertinent State Court documents as individual attachments
starting at Attachment 2, e.g. Motion for Temporary Restraining Order. Next, attach as a separate
document the Notice of Filing of Removal in State Court, and then attach the Civil Cover Sheet.

NOTE: All other documents, including the Answer to Complaint, may not be attached to the
initiating document and must be filed separately.

. Attach the Notice of Removal as the Main Document.

. Attach the Summeons and Complaint as Attachment 1.

. Attach any other pertinent STATE COURT documents as individual attachments starting at Attachment 2.
. Next, attach the Notice of Filing of Notice of Removal filed in State Court.

. Attach the Civil Cover Sheet as the last attachment.

. File the Answer to Complaint separately.

Select the pdf document and any attachments.

Lo I I UL SR

Main Document
CADocuments and Settings'ellingsoll  Browse...

Attachments Category Description
1. |C:1.Documents and Settings'ellingsoll  Browse... | ﬂ Eummons & Complaint  Remaove
2. [C\Documents and Settings\ellingsoll | Browss... | | | |Motion for TRO Remove
3. [CADecuments and Settings\ellingsoll_ Browss... | | | [Memarandum in Suppe Remove
4. [C\Documents and Settings\ellingsoll| Browse. | | | |Motice of Filing of Motice  Remave
5. [C:\Documents and Settings\ellingsoll Browse... | |Civil Cover Shest =l Rermove
8. Only when filing a Notice of Removal, the following window will appear:

Complaints and Other Initiating Documents
0:12-cv-00218 Ellingson v. ABC
Corporation

CcV

MName of other court |

Case number in other cowt |

Enter the name and court number from state court.
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9.  Requesting a Summons

Answer the question, “Do you request the Clerk’s Office to issue a summons?” Select yes or no,
and click Next.

Do you request the Clerk's Office to issue a summons?
" Yes
" No
Mext Clear

10. Pay the Filing Fee

CM/ECF will inquire about the payment of fees. If the case is being filed in combination with
an Application to Proceed Without Prepayment of Fees OR if the case is being filed on behalf
of the United States, select the “Yes” option to bypass the fee payment screen.

Otherwise, leave the “No” option selected and click Next.

Is this filed with an Application to Proceed Without Prepayment of Fees?
lor

Is this case filed on behalf of the United States of America?
" Yes
* No

Clear

11. An informational window will appear providing fee, receipt and processing information,
click Next.

IATTENTION:
A new case fee of $350 will be appled to your bank account debit (Automated Clearing House) or charged to your credit/debit card from Pay gov after completion of
Ipayment information

[Note: To recetve an electronic receipt for this transaction, please enter an email address into the Pay Gov email confirmation prompt. A receipt will then be emailed from
[Pav.Gov.

IMPORTANT: YOU MUST COMPLETE THE ENTIRE TRANSACTION TO THE NOTICE OF ELECTRONIC FILING SCREEN!

[DO NOT STOP AFTER THE CREDIT CARD SCREEN OR YOUR TRANSACTION WILL NOT BE RECORDED TO THE CASE.

Clear
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12. CM/ECF will display the filing fee amount, which is $350 for a complaint or removal, and
$5 for a petition for writ of habeas corpus. Click Next.

13. NOTE: CM/ECF will temporarily route the filer to the government’s Pay.Gov website for

collection of fees.

IMPORTANT: Do not use the internet browser’s back button from this point forward in the

transaction.

When transferring the filer to Pay.gov, CM/ECF also transmits the filing attorney's name as
well as the amount of the filing fee which is $350 for a civil case. If the filing attorney is not the
holder of the bank account, the information should be changed to accurately reflect the name
of the individual or entity to whom the account belongs.

The pay.gov fee payment screen provides two options for payment of the filing fee:

1) Bank Account (ACH) payment using the routing number and account number for a
firm savings or checking account; or

System Message

m The system has populated the Payment Date with the next available payment date.

Online Payment

Return to vour originating application

StEp 1: Enter Payment Information 1
This item is payable by Bank Account Debit (ACH) or Plastic Card (ex: VISA Mastercard, American Express, Discover)

| Option 1: Pay Via Bank Account (ACH) About ACH Debit |

Required fields are indicated with a red asterisk *

Account Holder Name: [Marsha Clark
Payment Amount: $350.00

*®

Account Type: | =*
Routing Number: | *
Account Number: | *
Confirm Account Number: | *
Check Humber: |
Rﬂutlng Murnber Account Mumber Check Mumber

P00 2694, 6763 I9aL37e r3q0 a3y

Payment Date: 10/12/2012

Select the"Continue with ACH Payment”™ button to continue to the next step in the ACH Debit Payment Process.

[Continue with ACH Paymert | Cancel |
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2) Plastic Card payment using the account number, expiration date, and 3-digit security
code for a firm credit card (VISA, Mastercard, American Express, or Discover).

|0mion 2: Pay Via Plastic Card (PC) (ex: VISA, Mastercard, American Express, Disoover:-l

Required fields are indicated with a red asterisk *

Account Holder Name: |Marsha Clark *

Payment Amount: $350.00
Billing Address: |3D[:- South Fourth Street
Billing Address 2: |
City: |
State / Province: |— =
Zip | Postal Code: 55415

*

Country: [United States i

Card Type: ;I * c (s == 3 |
Card Number: | * {Card number value showld not contain spaces or dashes)
Security Code: * Heln finding your securky code

Expiration Date:| =] */ - *

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
I Continue with Plastic Card Payment I Cancel |

HNote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Please use the following dummy credit card number to use as payment only if filing in our
training database.

Card Number: 4111111111111111
Security Code: 999
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After selecting the type of payment and entering the appropriate information, click on the
Continue with Payment button to advance to the payment authorization screen. If the
financial information provided is incorrect, pay.gov will prompt the filer to resubmit the

account number(s).

On the authorization screen, enter the email address(es) to which pay.gov should send a
receipt for the transaction. Put a check in the box at the bottom of the screen to authorize
payment of the filing fee. Click the Submit Payment button to complete the transaction.

Online Payment Return to vour originating application
Step 2: Authorize Payment 2
Payment Summary  Edit this information
Address Information Account Information Payment Information
Account Holder Marsha Clark Card Type: Visa Payment Amount: $350.00
Name: Card Number; #F#F#s%%5%1 111 Transaction Date 10/11/2012 10:45
300 South Fourth and Time: EDT

Billing Address: Street
Billing Address 2:
City:
State / Province:
Zip | Postal Code: 55415
Country: USA
Email Confirmation Receipt

To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.
Email Address:|
Confirm Email Address:|

cc: ‘ =
=
Authorization and Disclosure

Required fields are indicated with a red asterisk *

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement. = |

Press the "Submit Payment™ Button anly once, I on more than once could resultin multipi@nsadions.
Submit Paymert Cancel

HNote: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

14. After accepting the filing fee payment, the pay.gov website will return the filer to CM/ECF

for completion of the document filing process. An informational window will appear
stating the following:

0:12-cv-00216-DWE-JJG

Ellingson v. ABC Corpaoration

CV

Clear |

IMPORTAMT: Please click Next on THIS and the next TWO screens to complete the filing of this event and for a Pay.Gov receipt number.

Click Next.
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15. The following window will appear:

Complaints and Other Initiating Documents
0:12-cv-00216 Ellingson v. ABC Corporation

Docket Text: Modify as Appropriate.

COZ\[PLA]'_\'I'l against ABC Corporation. ( Filing fee S 350 receipt number 0864-185079.) , filed
by Jackie Ellingson. Filer requests summons issued. (Attachments: # (1) Exhibit(s) A-Z, # (2) Civil Cover Sheet) (Clark,
Marsha)

Clear

If necessary, click in the white docket text field to type additional text and click Next.
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16. The final docket text and attachment window will appear. The source document path is

solely a marker to list the document(s) attached to the filing, click Next to commit the filing
to ECF.

Complaints and Other Initiating Documents
0:12-cv-00216 Ellingson v. ABC Corporation

Docket Text: Final Text

COMPLAINT against ABC Corporation. { Filing fee $ 350 receipt number 0864-185079.), filed by Jackie Ellingson.
Filer requests summons issued. (Attachments: # (1) Exhibit(s) A-Z, # (2) Civil Cover Sheet) (Clark, Marsha)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
meodify this transaction if you continue.
Have you redacted?

Source Document Path (for confirmation only):
C:\fakepath'Test document pdf  pages: 1
C:\fakepath'Test document 2 pdf  pages: 1
C:\fakepath'Test documentS.pdf pages: 1

Clear

Complaints and Other Initiating Documents
0:12-cv-00218 Ellingson v. ABC Carporation

Docket Text: Final Text

NOTICE OF REMOVAL from Hennepin, case number 12-1. ( Filing fee $ 350 receipt number 0864-185113), filed by
ABC Corporation. Filer requests summons issued. (Attachments: # (1) Summons & Complaint, # (2) Motion for

TRO, # (3) Meme in Support of TRO, # (4) Notice of Filing of Notice of Removal, # (5) Civil Cover Sheet) (Clark,
Marsha)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.
Have you redacted?

Source Document Path (for confirmation only):
C:\fakepath'Test document pdf  pages: 1
C:\fakepath'Test document 2. pdf  pages: 1
C:\fakepath'Test document 3.pdf  pages: |
C:\fakepath'Test document 4 pdf  pages: 1
C:\fakepath'Test documents pdf  pages: 1
C:\fakepath'Placeholder-Sealed Document pdf  pages: 1
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17. The Notice of Electronic Filing (NEF) screen will appear. This is confirmation that the
initiating document has been submitted to ECF. The docket text will indicate if a summons
was requested.

Complaints and Other Initiating Documents
0:12-cv-00216 Ellingson v. ABC Corporation

U.S. District Court
U.S. District Court Minnesota
Motice of Electronic Filing

The following transaction was entered by Clark, Marsha on 10/11/2012 at 12:17 PM CDT and filed on 10/11/2012

Case Name: Ellingson v. ABC Corporation
Case Number: 0:12-cv-00216
Filer: Jackie Ellingson

Document Number: 1

Docket Text:

COMPLAINT against ABC Corporation. ( Filing fee $ 350 receipt number 0864-185079.), filed by Jackie Ellingson. Filer requests summons
issued. (Attachments: # (1) Exhibit(s) A-Z, # (2) Civil Cover Sheet) (Clark, Marsha)

|0:12-cv-00216 Notice has been electronically mailed to:

Marsha Clark  jackie_ellingson@mnd uscourts.gov

|0:12-cv-00216 Notice has been delivered by other means to:

The following document(s) are associated with this transaction:

Complaints and Other Initiating Documents
0:12-cv-00218 Ellingson v. ABC Corporation

U.S. District Court
U.S. District Court Minnesota
Motice of Electronic Filing

[The following transaction was entered by Clark, Marsha on 10/11/2012 at 12:22 PM CDT and filed on 10/11/2012

Case Name: Ellingson v. ABC Corporation
Case Number: 0:12-cv-00218
Filer: ABC Corporation

Document Number: 1

[Docket Text:

NOTICE OF REMOVAL from Hennepin, case number 12-1. ( Filing fee $ 350 receipt number 0864-185113), filed by ABC Corporation. Filer
requests summons issued. (Attachments: # (1) Summons & Complaint, # (2) Motion for TRO, # (3) Memo in Support of TRO, # (4) Notice of
Filing of Notice of Removal, # (5) Civil Cover Sheet) (Clark, Marsha)

0:12-cv-00218 Notice has been electronically mailed to:

Marsha Clark  jackie_ellingson@mnd uscourts.gov

IMPORTANT: If a case has been opened incorrectly or if you have further questions,
contact the CM/ECF Help Desk for assistance at 612.664.5155 or 866.325.4975.
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Judge Assignment

After the filing of the initiating documents in a civil case, the Clerk’s Office will make a
random judge assignment in ECF. A text only notice will be docketed, and the judge
information will be displayed on the Notice of Electronic Filing (NEF). Please make a note of the
district and magistrate judge assignments for future reference. Subsequent filings should
include the judges’ initials in the case number within the document caption.

‘ Activity in Case 0:12-cv-00216-DWF-JJG Ellingson v. ABC Corporation
“' ecftest-notice to: ectHtestnotice 10M11/2012 1229 PM

- .
Show Details

This is an automatic e-mail message generated by the CNLVECF system. Please DO NOT RESPOND to this e-mail because the mail box
is unattended.

#**NOTE TO PUBLIC ACCESS USERS*** Judicial Conference of the United States policy permits attorneys of record and parties in a
case (including pro se litigants) to receive one free electronic copy of all documents filed electronically, if receipt is required by law or
directed by the filer. PACER access fees apply to all other users. To avoid later charges, download a copy of each document during this
first viewing. However, if the referenced document is a transcript, the free copy and 30 page limit do not apply.
U.S. District Court
TU.S. District Court Minnesota
Notice of Electronic Filing

The following transaction was entered on 10/11/2012 at 12:29 PM CDT and filed on 10/11/2012

Case Name: Ellingson v. ABC Corporation
Case Number: 0:12-cv-00216-DWE-JIG
Filer:

Document Number: 2(No document attached)

Docket Text:

TEXT-ONLY ENTRY. CLERK'S NOTICE OF INITIAL CASE ASSIGNMENT. Case assigned to Judge Donovan W. Frank per
Master deck referred to Magistrate Judge Magistrate Judge Jeanne J. Graham. Please use case number 12cv216
DWF/JJG. (JME)

Summonses

If the filer requested a summons be issued while docketing the initiating document, the Clerk’s
Office will issue the summons electronically through ECF. The summons can be accessed by the

filer via the NEF email hyperlink. The filing attorney must serve the summons and complaint in
accordance with Fed. R. Civ. P. 4.

If a summons was not initially requested during the filing of the initiating document, file the event
Request to Clerk’s Office to Issue Summons.

NOTE: After filing the initiating documents, submit any additional filings separately, using the

appropriate filing events, such as an Application to Proceed in District Court Without Prepaying Fees or
Costs, Answer to Complaint, or a Rule 7.1-Disclosure Statement.
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Suggested Tasks to Complete Prior to Electronically Filing in ECF

This section outlines the steps to edit or maintain certain aspects of your ECF account with the
Court or to view a log of your transactions.

Maintain Your Account - Utilities Menu
MAINTAIN USER ACCOUNT INFORMATION

1. Click Utilities > Your Account > Maintain Your Account

Criminal ~ QUEF}‘ EEPDHS' Utilities ~ Search I_.nguut
[Utilities
AtvRestrictDoc
Court Information Attorneys & NEFs Attorney Re-Registration
Check NEF Deliverv Status (CENTS)  Attornev Re-Registration
Your Account Mailings .
Change Client Code
Change Your PACER. Login

Review Billing Historv

Show PACER. Account

Remove Default PACER. Account
Maintain Your Account

View Your Transaction Log

BSS Feed

The following window will appear:

Criminal ~ Query Reports - Utilities ~
MMaintain User Account
Last name attorney First name test
Middle name Generation
Gender ATY Type l—;l
Title I—
Bar number Type aty
Prisoner id I— ¥ Add Headers to PDF Documents
Office |
Unit |
Address 1 |
Address 2 I
Address 3 |
City I State I Z.ipl
Country I— County Iﬁ
Phone | Fax I—
Initials ta DOB End date
Email information... | More user information... |
Submit I Clear I

NOTE: This screen displays all of the registration information contained within the ECF
database for your account with the Court. This information must be kept up to date with the
U.S. District Court. If an attorney is linked to a law firm, the law firm address may not be
editable. In this case, call the ECF Helpdesk for assistance in updating your firm
information.
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2. Make desired changes in this window, Click Submit

3. A confirmation window will appear, Click Submit again

The following “update successful” window will appear:

Criminal -

[Updating person record. ..
[Update Person Prid: 914

The update was successful .. prid 914 - test attorney

4. Resume ECF activities

MORE USER INFORMATION
This option is where the login or password may be changed.

1. Click Utilities > Your Account > Maintain Your Account
The Maintain User Account window will appear

2. Click “More user information”

The following window will appear:

E C F Civil ~ Criminal ~ Query Reports ~ Utilities ~
More User Information for test attorney
Login attytest? Last login 05-06-2011 08:52
Password[""""  Current login 05-06-2011 08:52
Create date 04/20/2011
Registered Y Update date 04/20/2011
Internet Credit Card Y

Groups Attorney

Return to Account screen | Clear |

3. Make desired changes in this window, Click Return to Account screen, Click Submit
4. A confirmation window will appear, Click Submit again

The “update successful” window will appear.

NOTE: In the Password field, ECF displays a string of asterisks. To change your ECF
password, delete the asterisks, type a new password. The actual characters will display
until the new password is saved in the database.

ECF Passwords are case-sensitive

If you have forgotten your CM/ECF password, users can request a password reset by
clicking on the reset link on the main ECF login page. You will need to enter your ECF
login ID and click the submit button. An email message will be sent to the address of
record for the user that will allow a change to the password.
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EMAIL INFORMATION

When attorneys receive a CM/ECF Account (i.e., Login and Password), they need to verify their

email address in the system. This is also the location to make email address changes and to add

additional email addresses to the attorneys’ account for receipt of Notices of Electronic Filing
(NEEF).

1. Click Utilities > Your Account > Maintain Your Account

The Maintain User Account window will appear:

UECF Civil TE Query Reports Utilities

Maintain User Account

Last name Paulsen First name Jeffrey
Middle name S. Generation
Gender m ATY Type lm
Tite |
Bar number 123 Type aty
Prisomerid [ I Add Headers to PDF Documents

Office US Attorney Office
Unit 600 US Courthouse
Address 1 300 4th 5t S

Address 2
Address 3
City Mpls State MN Zip 55415
Country USA County Hennepin 27053
Phone | Fax l—

Initials DOB End date

Email information. .. | Mare user information. .. |

Submit ﬂl

2. Click “Email information”

The following window will appear:

*EC e comgal - . uites -
UE F Civil Criminal Query Reports Utilities Search Logout
Email Information for Jeffrey S. Paulsen

Registered e-mail addresses Configuration options

Primary e-mail address: Please enter a primary e-mail address.
add new e-mail address

Configuration options are not available and additional addresses are not active without a primary e-mail address.

Submit all changes I Clearl

3. Click “add new e-mail address”

NOTE: When an item (email link) on the left side of the window is selected, above,
the options available and information pertaining to this item will
appear on the right side of the window.
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The following window will appear:

Registered e-mail addresses Configuration options

\Primary e-mail address: Please enter a primary e-mail address.
add new e-mail address

Criminal ~ Query Reports ~ Utilities ~ Search Logout ‘

Email Information for Jeffrey S. Paulsen

Configuration options are not available and additional addresses are not active without a primary e-mail address.

|

Return to Person Information Screen 1|

4. Enter the Primary E-mail Address for the attorney
5. Select Additional Options in the Configuration Options window (seen below)

ZEC — — . e
UE F Civil Criminal Query Reports. Utilities. Search Logout

Email Information for Jeffrey S. Paulsen

[Registered e-mail addresses Configuration options
\Primary e-mail address: Jeffrey Paulsen@uscourts.gov
Jeffrey. Panlsen{@uscourts gov

Should this e-mail address receive notices? & Yes (0 No
\Secondary e-mail addresses: A
jackie(@doman.com How should notices be sent to this e-mail address? O Per Filing &) Summary Report
add new e-mail address
Should this e-mail address receive a "no activity" notice when no summary noticing occurs? &) Yes (& No
I Return to Person Information Screen 1
In what format should notices be sent to this e-mail address? @ HTML O Text

Should this e-mail address receive general announcement notices from this court? O Yes © No
| Show all cases for this e-mail address

Case-specific options

Add additional cases for noticing

The Additional Options available, in the window above, are described below:

ADDITIONAL OPTIONS WINDOW - TOP HALF

Item Option Description
Should this e-mail For the primary email address, the default is Yes. If set to No, the
A - Notices | address receive primary email address will not receive notices of electronic filing
notices? (NEFs) — this is not recommended.

How should notices be | Per Filing: Email sent for each individual NEF
sent to this e-mail

address? Summary Report: One daily email listing all transactions for that
day, sent on the following day

NOTE: If the Summary Report is selected, an additional prompt
appears, “Should this e-mail address receive a ‘no activity” notice
when no summary noticing occurs?”

® Yes, an email will be sent with the message, “no transactions
found for this time period” when no activity occurs in the cases
for which the user is configured to receive summary notices

¢ No, unless there is case activity, no email will be generated
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ADDITIONAL OPTIONS WINDOW - TOP HALF

e-mail address?

ITEM OPTION DESCRIPTION
A - Notices | In what format should | Controls the format of the emails —either HTML or Text.
(con’t) notices be sent to this

Should this e-mail
address receive general
announcement notices
from this court?

e Yes, all court announcements will be sent to email address listed

¢ No, the user will only receive general court announcement email
messages when the court deems it essential (e.g., the message is
urgent and must be sent to all users).

EECF civil - Criminal ~

Email Information for Jeffrey S. Paulsen

[Registered e-mail addresses
\Primary e-mail address:
Jeffrev Paulsen@uscourts.gov

\Secondary e-mail addvesses:
jackie(@ doman com

add geg i
" 3 hould this e-mail address receive a "no activity” notice when no summary noticing occurs? & Yes O No
<[ Return to Person Information Screen
E In what format should notices be sent to this e-mail address? & HTML Text

Query Reports ~ Utilities ~ Search

Configuration options

Jeffrey Paulsen@uscourts gov

Should this e-mail addres: ve notices? Yes O No

How should notices be sent to this e-mail address? Per Filing Summary Report

Should this e-mail addres

general announcement notices from this court? Yes © No

[ Show all cases for this e-mail address ] (Copy cass lists from hers)

Case-specific options

Add additional cases for noticing

These cases will send notice as @ summary report. (default method)

0:03-cr-00007-1 USA v. Furchner - Representing USA -~
0:03-cr-00024-JMR-FLN-8 USA v. Rasmussen - Representing USA

0:03-cr-00024-JMR-FLN-4 USA v Chutich - Representing USA Mike Chutich

ADDITIONAL OPTIONS WINDOW - BOTTOM HALF

Item Option Description
Show all cases for Displays a list of all of the cases for which the user is configured to
B - Case . . ;
iy this e-mail address? | receive NEFs.
Specific
Options NOTE: Cases appearing in this window may be copied and pasted to

secondary email addresses.

Add additional cases
for noticing

Enter specific case numbers in the text field, click Find This Case

When desired case appears, click Add Case(s). Case appears in the list
of cases based on the default method of service list (the first list).

NOTE:

e Toremove a case for this account, click on the case, click on
Remove selected cases;

e To change the frequency of how notices for this case are
received, click on the case, click one of the following: Change
selected cases to notice per filing or Change selected cases to
notice as a summary report.

Note: if the attorney is not an attorney of record on the case, a PACER
fee will be incurred when viewing the document.
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6. After desired settings are made, click Return to Person Information Screen

The following window will appear:

IMaintain User Account

Last name Paulsen First name Jeffiey
Middle name 3. Generation
Gender ATY Type [Criminal =]
Tie [
Bar number 123 Type aty

Prisoner id I W idd Headers to PDF Deocuments

Office TS Attorney Office
Unit 00 773 Courthouse
Address 1 300 4th St 3

Address 2
Address 3
City Mpls State LT Fip 55415
Country T34 County Hennepin 27053
Phone I Fax I—

Initials DOB End date

formation kore user information |

Criminal~ Query Reports ~

Criminal ~ Query

Case specific fields were not altered.
i bagit to contitme with update of person.

Updating person record...
Tpdate Person Prid: 12

The update was successful .. prid 12 - Jeffrey 3. Paulsen
Participant records were not altered.

E-mail confimuration:
Primary e-mail address: Greg_Barnes@mnd.uscourts.gov
This e-mail address will receive notices.
Motice will he sent o this address as a summary report.
Haotice sent to this address will be formatted as HTIML.
This e-mail address will not receive general announcement notices from this coust.

View/Hide case list
Secendary e-mail address: jackie(@doman.com
This e-mail address will receive notices.
HNotice will be sent to this address on a per filing basis.
HMotice sent to this address will be formatted as HTIML.
This e-mail address will not receive general announcement notices from this coust.
WView/Hide case list

Criminal~ Query Reports ~

This e-mail address will receive notices for all cases in which Jeffrey 3. Paulsen is a participant.

8. Continue filing (or, see below to add additional email addresses) if desired
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If Adding Additional E-mail Address(es):

Email Information for Jeffrey S. Paulsen

Registered e-mail addresses

Criminal~ Query

Reports Utilities -

Configuration options

Primary e-mail address:

Greg Barmes@mnd. uscourts gov

|sue_|ang@mnd.u

jackie@dotnan. com

Secandary e-mail addresses:

add new e-mail address )

Fieturn ta Person Infarmation Screen | Clear |

1. Click Add Additional E-mail Address, enter e-mail address on right-side of window

The Configuration options window appears:

Registered e-mail addresses

Criminal~ Query

Reports ~

Utilities - Search

Email Information for Jeffrey S. Paulsen

Configuration options

FPrimary e-mail address:
Greg Barnes(@mnd.uscourts.gov

Secondary a-mail addrassas:
jackie @ doman com

sue lang@mnd uscourts gov
add new e-mail address

Fieturn to Person Information Screen | Clear |

|5ue_\anq@mnd uscaurts. gov
Should this e-mail address receive notices? * Yes ¢ INo
How should notices be sent to this e-mail address? © Per Filing © Surmmary Report

Tn what format should notices be sent to this e-mail address? # ITTML © Text

Should this e-mail address receive general anneuncement notices from this cout? & Yee © Mo
Should this e-mail address receive notice for all cases in which this individual is a participant? * Tes ¢ No

Show all cases for this e-mail address | (Copy case lists from here)

Case-specific aptions

Add additional cases for noticing

These cases will send notice per filing. (defauit method)

0:01-cr-00001-JRT-RLE-1 USAw. Olsen - Representing LISA il
0:03-cr-00001-JMP-FLIN-1 USA . Moralez - Regpresenting LUSA
0:03-cr-00003-FLN-1 USA v, Ruiz - Representing USA

2. Select desired settings in the Configuration Options window (seen above)

NOTE: Once the Secondary E-mail Address is entered, the same
Additional Options are available.

3. When finished making changes, click “Return to Person Information Screen”

4. Click Submit, then Submit again

5. Continue Filing or Log out of the system
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VIEW YOUR TRANSACTION LOG

As a free service, ECF filers may view their transaction logs. This may be helpful to verify all
transactions entered are reflected in the system, and that no unauthorized individuals have
entered transactions into ECF using their logins and passwords.

1. Select Utilities > Your Account > View Your Transaction Log

Court Infortnation

Your Account
Change Client Code

Change Yeour PACEER Login
Eewiew Billing Histos

Show PACER Account

Criminal »

Query

Attorneys & NEFs

Mailings. ..

( iw Tour Transaction Log

Remove Default PACER Account
3 1+ i co

Reports ~

Search

Utilities
Court Information
Your Account Change Client Code

Aftorneys & NEFsk B Change Your PACER Login
Review Billing History

Show PACER Account

Remove Default PACER Account
Waintain Your Account

Yiew Your Transaction Log

R55 Feed

The following window will appear:

start Date: |1/1/1996
Fun Report | Clear |

Criminal~ Reports -

View Transaction Log

Enter the Date Selection Crtena for the Transaction Log Eeport

End Date: IB;’B;‘EUUQ

2. Enter the Date Parameters, Click “Run Report”

The following window will appear listing the transactions for the designated dates

Criminal ~

Query

Report Period: 01/01/1996 - 08/06/2009

Reports ~ Utilities ~ Search Logout

Transaction Log

Id Date Case Numher Text

154302 | 01/10/2009 084814 0-08-cr-1-1 MMOTION for Change of Custody by TTSA as to WMary Grayb
Jeffiey)

154312 | 01/10/2009 09:12:31 [0-08-cr-1-1 IME/IUTGNR] (s Clieag off Clisiody by WSk o5 o Ly Creis
Jeffrey)

134314 | 01A10/2009 09:17:44 |0:08-cr-1 Eestricted document 20-0 viewed (applicable party)

154315 | 01/10/2009 09:18:00 |0:08-cr-1 Eestricted document 20-0 viewed (applicable party)
POSTTION ON SENTENCING/EENTENCTNG MEMOR

3. Continue Filing or Logout of ECF
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MAILING INFORMATION FOR A CASE

Attorneys can check ECF to see if a party is registered to receive email noticing before posting a
filing in ECF.

1. Select Utilities > Attorneys & NEFs > Mailings > Mailing Info for a Case

Utilities Search Logout

Criminal~

Query

Reports ~

Court Infarmation

Your Account k

Attorneys & NEFs [ Mailings tailing Info for a Case
Mailing Labels by Case

[Utilities

Court Information

Attorneys & NEFs
Your Account
Change Chent Code

Change Your PACER Login
Eeview Billing Histo

Show PACER Account

Eemeove Default PACER. Account

Mamtam Your &ccount
Wiew Teur Transaction Log

EE e

The following will appear:

SEC wil - criminal-
5] F Civil Criminal

Mailing Information for a Case

Enter the caze number to wew the recipient lst,
her: ID:D1—CV—ED

< Submitl Clearl
T —

2. Enter the Case Number, Click “Find This Case” then Click “Sumbit”

The following window will appear listing case specific mailing information:

Mailing Information for a Case 0:01-¢v-00020-JMR-FLN
[Electronic Mail Notice List

[The following are those who are currently on the list to recewe e-mail notices for this case.

& John Attorney
Greg_Barnes@rnd uscourts gow

* George Howard Smith
Jill_gunderson-gemes@mnd uscourts gov

< Manual Notice List >

[The followmng 15 the list of attorneys who are not on the list to receive e-mail notices for this case (who therefore require manual noticing). Tou may wish to use your
ouse to select and copy this list mto your word processing program m order to create nofices or labels for these recipients.

Kristine Wegner
12345

Sandstons FCI

P.o. Box 300
Sandstone, MN 55030

3. Note any names listed under the “Manual Notice List”. These attorneys need to be noticed
in the conventional manner.

4. Begin Filing or Logout of ECF.
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Filing Documents for Civil Cases
There are eight basic steps involved in filing a document. These are essentially the same for each
event filed on ECF:
1. Select the type of document to file.
Enter the case number in which the document is to be filed
Designate the party(s) filing the document
Specify the PDF file name and location for the document to be filed
Add attachments, if any, to the document being filed
Modify docket text as necessary
Submit the pleading to ECF

© N o Uk L DN

Receive notification of electronic filing (NEF)
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Filing an Answer

This section of the User's Manual describes the process for filing an Answer in ECF. The process is
similar for filing other pleadings in ECF.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Initial Pleadings and Service > Answers to Complaints

Criminal~ Query Reports ~ Utilities -

Initial Pleadings and Service Complaints and Other Initiating Documents

Civil Events - -
Motions and Related Filings » Service of Process
Cther Filings » § Answers to Complaints
Initial Pleadings and Service Ot Other Angwers
Complaints and Other Initiating Documents  Discovery Documents
Service of Process Hotices
Answers to Complaints Tnal Diocuments
Other Answers Appeal Documents

Other Documents
Motions and Related Filings
Ilotions
Supporting Documents and Eesponses

The following window will appear:

EECF Civil ~  Criminal+

Answers to Complaints

Civil Case Number

Criminal~
ID:D1—w2 Find This Case | rme
Answers to Complaints
Civil Case Number
MNext | Clear | W
NOTE: This is the progression of
era ]| [ e | windows when the correct case
number is entered and
“Find This Case” has been selected.
2. Enter the case number, then:
If... Action Then
Number is entered correctly, : ; ]
click ‘ Find This Case ‘ Click Next | Next
Number is entered incorrectly, Re-enter number, click
click Find This Case
Invalid case number message Re-enter number, click
appears, click Find This Case

Click on the specific case
number you are filing in,
click Next

Multiple case numbers match Another window
the one entered appears
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The following window will appear:

Criminal

Answers to Complaints
0:01-cv-00022-RHIK-FLM v. Maoralex

Pick Filer
Collapse All Expand All

“Vickie E Moralez dft

Query

Reports ~ Utilities ~ Search

- You are not an attorney of record on this case. Please verify that you have entered the correct case number.

Select the filer.

Select the Party:

Next | clear | MewFiler |

/7

3. Click on the filer to select the appropriate party, Click Next

Split-pane window

Answers to Complaints

Criminal~

Query

Reports ~

0:071-cy-00022-RHK-FL M v. Moralez

Pick Filer |

Collapse Al
S E Moralez dit

/

Case Participant Tree

- You are not an attorney of record on this

Select the filer.
Expand All

Select the Party:

Moralez, Vickie E [of] =]

- |

Next | Clear | New Filer |

Utilities ~

ise. Please veryfy that you have entered the correct case number.

NOTE: The Case Participant Tree is for informational purposes only so the user can see all case
participants during the process of selecting the filers and attorneys. The split-pane window
simply provides more information in one window.

Search
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The following window will appear:

NOTE: If this is the first time the attorney is filing in the case, the following
attorney-party association window will appear.

Criminal~ Query Reports - Utilities ~

Answers to Complaints
0:01-cy-00022-RHK-FLMN v _Moralez

The following attorney/party associations do not exist for the above case(s).

Please check the hox on the left of the screen for associations which should be created.

If the association should #ez he created, be sure the hox is unchecked=

< Iilickie E Moralez (ptydft) represented by Teffrey Paulsen (aty) [T Lead ¥ Notice

I et | Clear |

(Necessary)
4. Check the box in front of the party’s name to associate the attorney to the filing party

(Optional)
5. Check the box in front of Lead if attorney is lead attorney

(Strongly Recommended)
6. Check the box in front of Notice to receive notification when any documents are filed in
this case. If this box is unchecked, the attorney will not receive notices of electronic filing.
7. Click Next

8. Click the box next to the pleading you are answering.

9. Click Next

Include Date # Docket Text

I 05/16/2011 1 COMPLATINT against XYZ Co ( Filing fee 5 350 receipt number 400500}
assigned to Judge David 5. Doty per Master list referred to Magistrate Judge
Arthur J. Bovlan_, filed by Bella Ellingson. (JME)

Mext | Clear
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The following window will appear:

Criminal~

Query

Reports ~

Answers to Complaints
0:07-cv-00022-RHK-FLM v, Moralez

Select the pdf d

and any attacl

Main Document

Utilities ~

Search

Attachments

Category

L]

Description

Browse I

=]

Next Clear

NOTE: Remember to convert all documents being filed to PDF before proceeding.

10. Click Browse, to locate the appropriate Main Document

NOTE: It is imperative to attach an electronic copy of the actual pleading
in step 8, above. All documents filed in ECF MUST be in PDF format, or ECF will not

accept the document

The following window will appear:

2|x|
Look in: I@ Attorney Files - Civil - 5-2007 j P EF '

Narne | Slzel Type | Modified =
jaFfidavit‘pdf 20KE Adobe Acrobat Doc...  05/08/2007 1:15F
n affidavit, wpd 7KB WordPerfect X3 Do,,, 0S5/08/2007 1:01 F

pdf 19KE Adobe Acrobat Doc...  0S/08/2007 1114 F
m answer.wpd FKE WordPerfect X3 Do... 05/08(2007 1:02 F—
IE_I]certificate of serv... ZZKE  Microsoft Word Doc...  05f08/Z007 1:11 F
ﬁ:certificateufservic‘.. 7KE Adobe Acrobat Doc...  0S5/08/2007 1:15F
certificatecfservic. .. 9KE WordPerfect ¥3 Do... 0S/08/2007 1:03F
jcomplaint‘pdf 19KE Adobe Acrobat Doc...  05/08/2007 1:16F
n complaint, wpd SKE WordPerfect X3 Do,,, 0S5/08/2007 1116 F

@convart documen... Z0KE

nnnnnnn T ave

Fl

Microsoft Word Doc...

brwAN Ak 4 P

05/08/2007 1:29 F

-
n:mamnT 10T
b

File name: Ianswel.pdl

Files af type: IAII Files [*.%]

j Open I
j Cancel |

11. Navigate to the appropriate directory and .PDF document to be filed
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12. Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: It is recommended for the user to verify the correct document has been
selected before linking it to the filing. To do so, right-mouse click on the selected file.
A short-cut menu will appear. Click Open.

-hoose file @[
Look in: ‘ ) Attorney Files - Civil - 5-2007 j EF v
A = affidavit,pdf = exhibittabsn-z. pdf
|_,_‘) @ affidavit,wpd @ exhibittabsn-z.wpd
My Recent "_!‘_- -_ memorandum in support of a motion, pdf
D ncurﬁents E Select @ memorandum in support of a motion. wp
B @ Open with Adobe Reader 8 -_ motion for discovery,pdf
X r@ motion for discovery.wpd
Desktop E Print T motion to compel.pdf
nn mnknn bn camnel wnd

Adobe Acrobat or Reader (or other loaded .pdf software) will open the PDF document.
View and confirm document to be filed. Close the .pdf program window.
From this point forward, this informative note will not be included in the documentation.

The following window will appear:

EE c F civil - criminal~ Query Reports ~ Utilities ~ Search

Answers to Complaints
0:01-cy-00022-RHK-FLM v. Moralez
Select the pdf d and any attacl ]

MMain Document
EhdritraininghCMWM-ECR2009 Filesh2009 © ‘Browse

Attachinents Category Descrption
L .

13. If there are no Attachments to the Answer, click Next

14. The following window will appear:

Criminal~ Query

Answers to Complaints
0:01-cy-00022-BHK-FLMN v. Moralez

[ iDoes this filing include a counterclaim 7 (If ves, click on the box)
[ Does this filing nclude a cross-claim ? (I yes, click on the bex)

L Does this filing include a thivd-party complaint? (If yes, click on the box)

15. If there are no additional claims or complaints to the Answer, click Next
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Note: Counterclaim, cross-claim and third-party complaint is outlined in the
Appendix section, “Add/Create Party for Third Party Complaint”.

The following window will appear:

Answers to Complaints
0:01-cv-00022-RHK-FLN v. Moralez

Mext | Clear |

16. If there is a Jury Demand, click the radio button (Yes) or (No), Click Next
The following window will appear:

Criminal~ Query

Reports ~ Utilities ~ Search
Answers to Complaints

0:01-cy-00022-RHK-FLM v. Moralez
Docket Text: Modify as Appropriate.
ANSWER to Complaint

by Vickie E Moralez. (Paulsen, Jeffrey)

17. If necessary, click in the white Docket Text fields to edit or type additional text, Click
Next

NOTE: Modifying docket text is optional.
Examples may include: “First” Answer, “Amended” Answer.

Criminal~ Query

Reports -~ Utilities ~

Search
Answers to Complaints

0:01-cy-00022-RHK-FLMN v, Moralez

Docket Text: Modify as Appropriate.
text may be added here

ANSWER to Complaint text may be added here by Vickie E Movalez. (Paulsen, Jeffrey)
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The following window will appear:

Criminal~ Query Reports ~ Utilities - Search

Answers to Complaints
0:01-cy-00022-RHK-FLN v. Moralez

Docket Text: Final Text
ANSWER to Complaint by Vickie E Moralez. (Paulsen, Jeffrey)

Attention!! Pressmg the NEXT button on this screen comnits this transaction. You will have no further opportunity to

modify this transaction if vou continne. .
: The “Source Documents Path” is

Source Document Path (for canfirmation only): / SOlely a marker to list the
answerpdf  pages: 1 document/s attached to this
filing event.

‘

18. Confirm information in window, Click Next to submit the Answer

NOTE: This is the last screen to view before submitting the pleading. If
corrections need to be made, click the Back button to locate the desired
window in which changes are needed.

To abort this filing event, click any item on the blue menu bar.
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The following Notice of Electronic Filing (NEF) window will appear:

Criminal~ Query Reports ~ Utilities - Search

lAnswers to Complaints
0:01-cv-00022-RHIK-FLM v. Moralez

U.S. District Cowrt
U.S. District Court Minnesota

Motice of Electronic Filing

[The following transaction was entered by Paulsen, Jeffrey on 8/7/200% at 8:36 AW CDT and filed on 8/7/200%

Case Name: v. Moralez
Case Number: 0:01-cw-00022-RHK -FLN
Filer: Wickie E Moralez
Document Number: 1
NOTE: The Notice of Electronic Filing (NEF)

(Docket Text: K . . °
[ANSWER to Complaint by Vickie E Moralez. (Paul3 confirms the completion of this filing

event and that it has been accepted by
0:01-cv-00022-RHE-FLI Notice has been electronically| the ECF System.
Jeffrey 5 Pavlsen  Greg_Bames@rand uscourts gov This pleading is now an official court document.
0:01-cv-00022-RHE-FLN Notice has been delivered by The NEF will be emailed to the addresses
The following document(s) are associated with this transaction: associated with this case
[Docwment description:Mfain Document (Utlhtles Menu > Maintain User ACCOUnt).

Page 55



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Key Reminders about the Notice of Electronic Filing:

e [tis strongly recommended to copy and save the NEF to your computer or to print and
retain a hard copy in your files.

e The NEF will be emailed to the attorneys and parties, associated with the case, who have
supplied their e-mail addresses to the Court. The NEF also displays the names and
addresses of individuals who will not be electronically notified of the filing.

e Itis the filer’'s responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic notification.
These names are identified in the NEF.

e Individuals who receive the NEF via email are permitted one "free look” at the document
by clicking on the associated hyperlinked document numbers listed in the NEF

e Pursuant to guidelines set by the Administrative Office of the U.S. Courts, the free look is
only available for 15 days from the date of the filing.

e Subsequent retrieval of the case docket sheet and pleading from ECF must be made
through your PACER account and is subject to regular PACER fees.

e Under LR 5.4, the NEF generated by ECF constitutes a certificate of service with respect to
those persons to whom electronic notice of filing is sent, and no separate certificate of
service need be filed with respect to those persons.

e If service is not made through ECF, the filing party must file a certificate of service in ECF.
The certificate must state the manner in which service or notice was accomplished on each
party so entitled. Filers are required to serve copies of any electronically filed pleading,
document, or proposed order to parties not served electronically by ECF according to the
Federal Rules of Civil Procedure.

Document and Attachment Numbering

The document selection screen was modified to include the main document number, and the
attachments are numbered beginning with 1. This way, the attachment numbers are consistent
everywhere they appear (e.g., docket text, the document selection screen).

Also, the file sizes and the total size of all of the documents for a docket entry are displayed on the
document selection screen when viewing a document via the docket report.

The cumulative limit when viewing all or downloading all documents in a single entry is 60 MB.

Docket
Report

Document Selection Menu

Select the document you wish to view
Document Number: 2 1 page 19kb

Attachment Desciiption

1 Certificate of

Service Lpage [t
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Filing a Motion

This section of the User's Manual describes the process for filing a Motion in ECF. The process is
similar for filing other pleadings in ECF. Pursuant to Local Rule 7.1, before filing a motion, a party
must contact the judge’s courtroom deputy to schedule a hearing.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Motions

Civil Events

Initial Pleadings and Service
Complamts and Other Intiatng Documents

Criminal~

Initial Pleadings and Servicer
Maotions and Related Filings
Other Filings >

Query Reports ~  Utilities -

Motions
Supporting Documents and Responses

Other Filings

Dhzcowvery Documents

Iotions

Service of Process
Answers to Complaints
Other Answers

Motions and Related Filings

Supporting Documents and Responses

Hotices
Trial Documents

Appeal Documents
Other Documents

The following notification window will appear:

Motions

E-Filing Tips for ALL Motions

Mext

Clear

Please refer to the court's Civil ECE Procedures Guide, Section II, E when filing motions.

Eemember, two (2) courtesy copies of the motion and supporting documents must be submitted
to the appropriate judge or magistrate judge. See Section I, F for courtesy copv requirements.

More information on e-filing specific types of motions is available in the Motions Glossary.

2. Read through the information, Click Next

Motions

Civil Case Number

0:01 -2

[Ne.ﬂ]

[ Clear ]

abort filing the motion by clicking on the Civil menu to restart this event.

NOTE: ECF will automatically populate the case number after the case number has

been initially entered. Continue filing the Motion or
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3. Confirm case number, Click Next

The following window will appear:

Criminal~ Query Reports ~ Utilities ~ Se

0:01-cy-00022-RHK-FLM v. Moralez

Start typing to find another event.

\Available Events (clck to select events) Selected Events (click to remowe events)
Bond | Discovery
Cerificate of Appealability

Cerify Class

Change Wenue

Compel

Consolidate Cases

Cantinue

Declaration of Mistrial

Declaratory Judgment

Default Judgment

Deposit Funds

Directed Verdict

Dishursement of Funds

Decoue

4. Click on the type of motion being filed. The selected event will appear on the right side of

the window.

5. Click Next

NOTE: Multiple motion reliefs may be filed at this time.
To add more than one motion relief, click on another motion relief.
To remove a selected relief, click on it in “Selected Events” box.

Civil = Criminal= Query Reports = Utilities = Se.

10.01-v-00022-RHK-FLM v. Moralez

| Start typing to find another event

Available Fvents (chck to select events) Selected Events (click to remove events)
Bond ~| | Discovery

Certificate of Appeslshilty Dizclnsure

Cerity Clags
Charge Var

Dedlaral
Dratan

a
Depasit Funds
Directed Verdict
Dizbursement of Funds
Dizclogure
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The following window will appear:

= Vickie E Moralez dft

Criminal ~
Motions
0:01-cv-00022-RHE-FLM . Moralez
Pick Filer
Collapse All Expand All

Query Reports ~

Select the filer.

Select the Party:

[ Next ] [ Clear ” New Filer

6. Click on the party(s) filing the document, Click Next

The following window will appear:

Criminal~

Motions
0:01-cv-00022-RHK-FLM v Moralez

Select the pdf document and any attachments.

MIam Document

Browse..

Query

Reports -

Utilities ~

Search

Attachments

Category Description
L :
7. Click Browse to locate the appropriate Main Document
The following window will appear:
Choose file EHE

Laoak in: I 3 dsttormey Files - Civil - 52007

e e s =

| affidavit, pdf
affidavit,wpd

,.: answer.pdf
answer,wpd

W] certificate of service, doc
P cettificateofservice pdf
certificateofservice wpd
,.: complaink. pdf
complaint.wpd

W convert document. doc
convert document.wpd

2l |

= exhibit pelf

m exhibit,wpd
jexhibittabsa-m.pdf
n exhibittabsa-m.wpd
ﬁexhibittabsn-z.pdf
a exhibittabsn-z. wpd

ﬁmemorandum in support of & mation. pdf
n mernorandurn in support of a motion.wpd

motion For
m mation for discovery wpd
Tmation to cornpel. pdf

|

File: narne:

Files of type: |4l Files [

Imotion for dizcovery. pdf j
[|

Open I
Catcel |
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8. Navigate to the appropriate directory and file name of the PDF document to be filed

9. Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: From this point forward, Steps 7 and 8 will only be listed; the screen shot will
not be included.

The following window will appear:

criminal~ Query Reports ~ Utilities ~ Search
Motions
0:01-cw-00022-RHK-FLM v. Moralez
Select the pdf doc t and any attacl ts

MIam Document
K pdtitrainingCh-ECP2009 Files\2008 (

Attachments Category Description
L .

10.If there are no Attachments, click Next

NOTE: If there are attachments, Click the second Browse and link the attachment
to the filing, select the category or enter in a document description, then Click Next.

The following window will appear:

Criminal~ Query Reports - Utilities ~ Search

0:01-cy-00022-RHK-FLIN v. Woralez

Docket Text: Modify as Appropriate.
¥ | MOTION for Discovery by Viclae E Moralez. (Paulsen, Jeffrey)

11.1f necessary, click the drop-down arrow or in the white Docket Text field to modify the

docket text, Click Next
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12.Confirm information in window, Click Next to submit the Motion

Criminal~ Query Reports ~ Utilities ~ Search

Motions
0.01-cv-00022-RHK-FLMN v. Moralez

Docket Text: Final Text
MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

Attention!! Pressing the NEXT button on this screen cormnits this transaction. You will have no finther opportuity to
modify this transaction if you continue.

Saurce D Pk (for 273, oz aniy):
metion for discovery. pdf  pages: 1

Clear

The following Notice of Electronic Filing window will appear:

Criminal ~ Query Reports ~ Utilities ~ Sea

0:01-cv-00022-RHK-FLM v. Moralez

U.S. District Comt

U.S. District Court Minnesota

Notice of Electronic Filing

[The follewnng transaction was entered by Paulsen, Jeffrey on 872009 at 2:57 PM CDT and filed on 2772009

Case Name: v. Moralez
Case Nunber: 0:01-cw-00022-EHE -FLM
Filer: Wickie E Moralez

Document Number: 4

Docket Text:
MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

0:01-cv-00022-RHE-FLIN Notice has been electronically mailed to:

Teffrew 3. Paulsen  Greg_Bames@mnd uscourts. gov, sue_lang@mnd uscourt. gov

0:01-cv-00022-RHE-FLIN Notice has been delivered by other means to:

NOTE: The Notice of Electronic Filing (NEF) confirms the completion of this filing
event and that is has been accepted by the ECF system.

This pleading is now an official court document.

This will be emailed to the addresses associated with this case:
(Utilities Menu > Maintain User Account).

From this point forward, this informative note will not be included in the
documentation, and the Notice of Electronic Filing step will only be listed;
the screen shot will not be included.
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Filing a Notice of Hearing on Motion

This section of the User's Manual describes the process for filing a Notice of Hearing on Motion.
Pursuant to Local Rule 7.1, before filing a motion, a party must contact the judge’s courtroom
deputy to schedule a hearing. Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Other Filings > Notices

Criminal~

Motions and Related Filings
Other Filings
Initial Pleadings and Service
Complaints and Other Tnitiating Documents
Service of Process

Answers to Complaints
Other Answers

Motions and Related Filings
Idotions
Supporting Documents and Eesponses

Civil Events Initial Pleadings and Servicek

Discovery Documents
Ot Motices

Trial Documents

Appeal Documents

Other Documents

Appeal Documents
Other Docutnents

Reports -

The following window will appear:

Notices
Civil Case Number

0:071-c-22

[ et ] [ Clear ]

2. Confirm case number, Click Next
The following window will appear:
Criminal~

Notices
0.01-cv-00022-RHK-FLN v. Moralez

Available Events click to select an event)
Amended Motice of Hearing on Motion
Hearing Notice - Markrnan Hearing

Motice (Other)

Motice of Acceptance with Offer of Judgrmernt
MNotice of Appearance

MNotice of Attomey Appearance/Sub stitution
MNotice of Change of Address

Motice of Errar (Guidant MDL)

Motice of Filing Bankrugptcy

Motice of Fil efiion for Ceriorari
Motice of H on Maotion

MNotice of Intent to Request Redaction
MNaotice of Lis Pendens

Motice of Remowal [CC]

Maotice of Settlement

Reports ~ Utilitiy

Selected Event
| Motice of Hearing an Motion

3. Select the Notice of Hearing on Motion event. It will appear on the right side of the

window
4. Click Next
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The following window will appear:

Criminal ~ Query Reports ~ Utilities ~ Search L

0:01-cy-00022-RHK-FLM v Moralez

Select the pdf document and any attachments.

Vam Document

Attachments Category Description
L .

5. Click Browse to locate the appropriate Main Document

NOTE: From this point forward Step 5, above, will only be listed; screen shot
will not be included.

6. Navigate to the appropriate directory and file name of the PDF document to be filed

7. Click on the file and Click Open (or double-click on the file) to attach it to the filing

8. 1If there are no Attachments to the filing, click Next; if there are Attachments, attach them
to the filing, then click Next

The following window will appear:

WARNING: A motion MUST be filed before filing a Notice of Hearing for that motion.
If a motion has not heen previously filed, please click on the CIVIL menun ahove
and file the motion before filing the Notice of Hearing on Motion.

" Check here if no hearing has been scheduled

Mext | Clear

9. A warning message will appear as a reminder to file the Motion before the Notice of
Hearing on Motion.

10. If no hearing has been scheduled, check the box.

11. Click Next
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The following window will appear:

IMPORTANT: Enter all hearing information, including the date, time, location, and judge, then select the appropriate (motions).
[Please select the appropriate Judge's Courtroom in the location field, unless specifically directed to schedule the hearing in chambers.

IMPORTANT: Be sure to check the box next to the motion below to which the hearing relates.

\WWotice of Hearing on Motion

MVotion Hearing

Date 92172012 | |_Calendar |[rime[0330 & A ¢ oM
Location | Courtroom 9W (MPLS) | Fudge [MNoel, Franklin L. (ref) =]

[” Schedule additional Motion Hearing

\Select docket entry components which are to be associated with the above schedule(s).

Filing Date # Docket Text
08/07/2009 4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)
Uo tion for Discovery

Clearl

12. Enter in the Date and Time of the Hearing or Click Calendar to select date from
pop-up Calendar menu

In the same window, continue filling in fields:

13. Select Location and Judge for Hearing
14. At the bottom of the window, above, Click the box to link the Notice of Hearing on
Motion to the Motion (filed previously), Click Next

The following window will appear:

Notices

0:01-cv-00022-RHK-FLN v. Moralez

Docket Text: Modify as Appropriate.

NOTICE OF HEARING ON MOTION [4] MOTION for Discovery : I Motion Hearing set for
9/21/2012 09:30 AM in Courtroom 9W (MPLS) before Magistrate Judge Franklin L. Noel. (Clark, Marsha)

MNext | Clear |

15. Confirm information in window, Click Next
16. Click Next, in the final window to submit the Notice of Hearing on Motion

The Notice of Electronic Filing window will appear.
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Filing a Memorandum in Support of a Motion
This section of the User's Manual describes the process for filing a Memorandum in Support of a
Motion.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filing > Supporting Documents and Responses

Criminal~ Query Reports ~ Utilities

Civil Events Initial Pleadings and SE'.,lt\u"iCED
Motions and Related Filings Mations
Other Filings » I Supporting Documents and Responses
Tmitial Pleadings and Service Other Filings
Complants and Other Titiating Documents  Discovery Documents
Service of Process Motices
Answers to Complaints Trial Documents
Other Answers Appeal Documents
Other Documents
Motions and Related Filings
lotions
Supporting Documents and Responses

The following window will appear:

Responses and Replies

Remember, two (2) courtesy copies of the motion and supporting documents must be submitted
to the appropriate judge or magistrate judge.

Please refer to the court's Civil ECF Procedures Guide. See Section I, F for courtesy copy requirements.

Clear |

1. Click Next

The following window will appear:

esponses and Replies

Civil Case Number

0:07-cw-22

2. Confirm case number, Click Next
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The following window will appear:

Responses and Replies
0:01-cy-00022-RHK-FLMN . Moralez

Available Events (click to select an event) Selected Event

Affidavitin Opposition to Motion A Mermorandum in Support of Motion
Affidavitin Support of Motion

Brief

Certificate of Compliance with LR 37.1
Claim Canstruction Brief

Declaration in Opposition

Declaration in Support

Exhihit

LR?.1 Waord Count Compliance Certificate
Markman Brief

Memarandum

temorandurm in Opposition to Motion

Iemaorandum in Suppart of Motion
Objection
Ohijection to Report and Recommendations v

3. Click the type of document being filed. It will appear on the right side of the window,
Click Next

4. Click on the party(s) filing the document, Click Next

5. Click Browse to locate the desired Main Document. Navigate to and Click on the .pdf
document to be filed. Click Open to attach it to the filing.

NOTE: If there are attachments (e.g., LR 7.1/LR72.2 Word Count Compliance Certificate),
they may be added in this window

Attachments filed electronically must be less than 15MB (15,360 KB) in size
after being converted to .pdf.

6. Click Browse to locate the Attachment/s to the Memorandum

7. Navigate to the appropriate directory and file name of the PDF document to be filed
8. Click on the file and Click Open (or double-click on the file) to attach it to the filing
9. Click the Drop-down arrow to select the Category type of document being filed
10. Enter a description of the Attachment if necessary

11. Repeat steps 6 - 10 as needed to attach all attachments to the filing

12. Click Next to advance to the next window
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The following window will appear:

criminal~ Query Reports

Responses and Replies
0:01-cv-00022-RHK-FLM v. Moralez

\Select the apprapricie everifs) io which your eveni relates:

EAOTP200% 4 BWOTLON for Discovery by Vickie E Moraler (Paulzen, Teffiey)

Clear

13. Click the box to link the Memorandum to the related motion/s already filed, Click Next
14. If necessary, click in the white Docket Text field to modify the docket text, Click Next

15. Confirm information in window, Click Next to submit the Memorandum

The Notice of Electronic Filing window will appear.
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Filing an Affidavit with Attachments/Exhibits in Support of a Motion

This section of the User's Manual describes the process for filing an Affidavit with attached
Exhibits in Support of a Motion in ECF.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Supporting Documents and Responses

Criminal~ Query Reports ~ Utilitie

(Civil Events |n|t|"<.:l| Pleadings and SE'.,I'.VICE!'
Motions and Related Filings Motions
Other Filings 4 I Supporting Documents and Responses
Initial Pleadings and Service Other Filings
Complants and Cther Tnitiating Documents  Discovery Documents
Service of Process Notices
Answers to Complaints Trial Documents
Other Answers Appeal Documents
Other Documents
Motions and Related Filmgs
Iotions
Supperting Documents and Responses

The following window will appear:

Responses and Replies

Remember, two (2) courtesy copies of the motion and supporting documents must be submitted
to the appropriate fudge or magistrate udge.

DPlease refer to the court's Civil ECE Procedures Guide. See Section I, F for courtesy copy requirements.

Clear |

2. Click Next

3. The following window will appear:

Responses and Replies

Civil Case Number

0:01-coe-22

’ Mext l ’ Clear ]

4. Confirm case number, Click Next
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Click the type of document being filed (e.g., Affidavit in Support of a Motion), Click Next

A Criminal~

Query

Reports ~ Utilitie

Responses and Replies
D:01-cy-00022-RHK-FLN v. Moralez

Available Events (click to select an event)
Affidawit in Opposition to Mation
ffidawit in Support of kotion

Certificate of Compliance with LR 37.1
Clairn Construction Brief

Declaration in Opposition

Declaration in Support

Exhifit

LR7.1 Ward Count Compliance Certificate
tarkman Brief

Memarandum

Memorandurn in Opposition to Mation
Mermaorandurn in Support of kotion
Objection

Objection o Report and Recommendations

Mext Clear

Selected Event

| | Affidavitin Support of Motion

5. Click on the party(s) filing the document, Click Next

6. Click Browse to locate the appropriate Main Document

7. Navigate to the appropriate directory and file name of the PDF document to be filed

8. Click on the file and Click Open (or double-click on the file) to attach it to the filing

9. Click Browse to locate the Attachment/s to the Affidavit
SECF

Civil ~ Criminal ~ Query Reports ~

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

YIS

Select the pdf d it and any

Main Document

K:fritraining\CM-ECF12009 Files\2009 C

B-

Utilities ~

Attachments Category Description -
1. [K:fritraining\CM-ECF\2009 Files\2009 C|[ Browse... ] | Exhibit(s) v|[17
2. vil Class Practice Files\exhibits 8 - 12,pdf Exhibit(s) ~ | [8-12

Search

10. Navigate to the appropriate directory and file name of the PDF document to be filed

11. Click on the file and Click Open (or double-click on the file) to attach it to the filing

12. Click the Drop-down arrow to select the type of document being filed

13. Enter a description of the Attachment if necessary, i.e. Exhibit

NOTE: Remember to add in a clear explanation of each attachment, into the
Description field; one that matches either the document title or label.

14. Repeat steps 8 - 12 as needed to attach all attachments to the filing

15. Click Next
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The following window will appear:

Responses and Replies
0:01-cv-00022-RHK-FLMN v Moralez

Mame of Affiant | Jane Daoe

[ Mexd ] [ Clear ]

16. Enter in the Name of the Affiant, click Next

The following window will appear:

ZECF  cw-

Responses and Replies
0:01-cv-00022-EHK-FLN v_Moralez

Criminal -

Select the appropriate event(s) to which vour event relates:

08/07/2009 4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

17. Click in the box to link the Affidavit to the related document/s already filed, Click Next
The following window will appear:

TECF  ow-

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

Criminal ~

Query

Reports ~ Utilities ~ Search

Docket Text: Modify as Appropriate.

IS | AFFIDAVIT of Jane Doe in SUPPORT OF [4] MOTION for Discovery
filed by Vickie E Moralez. (Attachments: # (1) Exhibit(s) Tabs 1 - 7, # (2) Exhibit(s) Tabs 8 - 12) (Paulsen, Jeffrey)

18. If necessary, click in the white Docket Text field to modify the docket text, Click Next

19. Confirm information in window, Click Next to submit the Affidavit
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The Notice of Electronic Filing window will appear.

NOTE: Since its” inception, CM/ECF has had a 30 minute time-out limit for inactivity. When
documents/attachments are being added to a filing, this “upload” time is considered inactive
time by the CM/ECEF Server.

In order to avoid being “timed-out” from the filing session, it is recommended to
note the start time when uploading documents, finish that filing within 30 minutes.

If time runs short when attaching documents (e.g., Exhibits to an Affidavit), make a note, to
self, about which attachment was last added. The next attachment/s to be filed for this event
may be added in a separate event filing session (e.g., Exhibit), and then linked back to the
previous event (e.g., Affidavit) it relates to.

The maximum file size limit is 15 MB or 15,360 KB when filing in the U.S. District Court for the
District of Minnesota With the large file size, please be mindful of the time it takes to upload
each attachment to avoid the time-out limit.
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Filing Exhibits
This section of the User's Manual describes the process for filing Exhibits using the Motions and

Related Filings menu. If the exhibit is one PDF document, follow the steps outlined in previous
sections to locate and open the document to attach to this event.

Depending upon how exhibits are filed, there are three menus available in which to file exhibits
when they are not attached to other documents or filings.

e Motions and Related Filings > Supporting Documents and Responses
e Other Filings > Trial Documents

e Other Filings > Other Documents

The example outlined below includes attaching more than one exhibit to the Exhibit Event.

Select the appropriate menu from the ECF Menu Bar for filing:

1. Click Civil > Motions and Related Filings > Supporting Documents and Responses

Criminal ~ Query Reports ~
Civil Events Initial Pleadings and Service»
Motions and Related Filings Mations

Tnitial Pleadings _"91':3': ETDQS v.:hI_S_u_pf_oning Documents and Responses

Complaints and Other Initiating Documents — Discovery Documents

Service of Process Notices

Answers to Complaints Trial Documents

Other Answers Appeal Documents

Other Documents

Motions and Related Filings

Motions

Supporting Documents and Responses

2. Confirm case number, Click Next
3. Confirm case number again, Click Next

The following window will appear:

EECF Civil ~ Criminal ~ Query Reports ~ Uutilities ~ Search
Responses and Replies

0:01-cy-00022-RHK-FLMN v. Moralez

\Available Events (click to select an event) Selected Event
Affidavit in Opposition to Motion ~ | [Exhibit

Affidavit in Support of Mation

Brief

Certificate of Compliance with LR 371
Claim Construction Brief

Declaration in Opposition

Declaration in Support

LRT.1 Word Count Compliance Cerificate

Markman Brief

Memorandum

Memarandum in Opposition to Motion

Memorandum in Support of Motion

Objection

Objection to Report and Recommendations v

4. Click the Type of Event being filed, Click Next
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5. Click on the party(s) filing the document, Click Next

6. Click Browse to locate the appropriate Main Document

7. Navigate to the appropriate directory and file name of the PDF document to be filed
8. Click on the file and Click Open (or double-click on the file) to attach it to the filing

NOTE: In this example screen shots will be added in to illustrate how to add two
attachments. The attachments are additional exhibit documents.

[Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

Select the pdf d t and any attach 1t

Main Document

K- \dfritraining\CM-ECF\2009 Files\2009 C

Attachments Category Description
1. [K-ucritraining\CM-ECF12009 Files\2009 C Exhibit(s) v| [Tabsa-m
2. |K-udritraining\CM-ECF\2009 Files\2009 C Exhibit(s) v |Photag|
3 v

9. Click Browse to locate the Attachment/s to the Main Document

10. Navigate to the appropriate directory and file name of the PDF document to be filed
11. Click on the file and Click Open (or double-click on the file) to attach it to the filing
12. Click the Drop-down arrow to select the Document Category

13. Enter a description of the Attachment if necessary

NOTE: Remember to add in a clear explanation of each attachment, into the Description
field; one that matches either the document title or label.

To remove a document attached in error, click the Remove button, repeat steps 9 - 13.

14.Repeat steps 9 - 13 until all Attachments have been added
15. Click Next
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The following window will appear:

= C iminal -
UE F Civil Criminal Query

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

N\

ould the document you are filing link to another document in this case?
Filed to

Docoments to

16. Click the box to link the attachment to another document (event) already filed, Click Next

NOTE: It is recommended to leave the “Filed - to” and “Documents - to” blank in
order to generate a list of events, already filed, to link the attachment to.
In contrast, if preferred and the dates and/or document numbers are known,
fill in these fields, and then Click Next.

The following window will appear:

Responses and Replies
0:01-cv-00022-RHK-FLM v. Moralez

Select the appropriate eveni(s) fto which your event relates:

[ 08/07/2009 1 ANSWER to Complaint by Vickie E Moralez. (Paulsen, Jeffrey)

[ 08/07/2009 2 ANSWER to Complaint by Vickie E Moralez. (Attachments: # 1 Certificate of
Service) (Paulsen, Jeffrey)

[] 08/07/2009 3 ANSWER to Complaint by Vickie E Moralez. (Attachments: # 1 Certificate of
Service) (Paulsen, Jeffrey)

[] 08/07/2009 4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)

[ 08/07/2009 5 NOTICE OF HEARING ON MOTION 4 MOTION for Discovery - Motion
Hearing set for 8/28/2009 09:00 AM in Chambers (RHEK) before Judge Richard
H. Kyle (Paulsen, Jeffrey)

[ 08/07/2009 § MEMOFRANDUM in Support re 4 MOTION for Discovery filed by Viclde E
Moralez. (Attachments: # 1 LR7.1 Word Count Compliance Certificate){Paulsen,
Jeffrey)

’18.-"10.-"2009 7 AFFIDAVIT of Jane Doe in SUPPORT OF 4 MOTION for Discovery filed by
Viclde E Moralez. (Attachments: # 1 Exhibit(s) Tabs 1 - 7, # 2 Exhibit(s) Tabs 8§ -
12){Paulsen, Jeffrey)

2N\

17. Click in the box(es) of the appropriate events to link the attachment(s) to, Click Next
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EECF civil ~ Criminal ~

Responses and Replies
0:01-cv-00022-RHK-FLN v. Moralez

Query Reports ~

Utilities ~ Search

Docket Text: Modify as Appropriate.
EXHIBIT re [7] Affidavit in Support of Motion

by Vickie E Moralez filed by Vickie E
Moralez. (Attachments: # (1) Exhibit(s) Tabs a - m, # (2) Exhibit(s) Photos) (Paulsen, Jeffrey)

18. If necessary, click in the white Docket Text field to modify the docket text, Click Next
19. Confirm information in window, Click Next to submit the Exhibit/s

The Notice of Electronic Filing window will appear.

NOTE: Since its” inception, CM/ECF has had a 30 minute time-out limit for inactivity. When
documents/attachments are being added to a filing, this “upload” time is considered inactive
time by the CM/ECF Server.

In order to avoid being “timed-out” from the filing session, it is recommended to
note the start time when uploading documents, finish that filing within 30 minutes.

If time runs short when attaching documents (e.g., Exhibits to an Affidavit), make a note, to
self, about which attachment was last added. The next attachment/s to be filed for this event
may be added in a separate event filing session (e.g., Exhibit), and then linked back to the
previous event (e.g., Affidavit) it relates to.

The maximum file size limit is 15 MB or 15,360 KB when filing in the U.S. District Court for the
District of Minnesota With the large file size, please be mindful of the time it takes to upload
each attachment to avoid the time-out limit.
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Filing a Meet-and-Confer Statement

This section of the User's Manual describes the process for filing a Meet-and-Confer Statement in
Support of a Motion in ECF.

1. Click Civil > Motions and Related Filings > Supporting Documents and Responses

Criminal~ Query Reports ~ Utilitig

[l Mo Initigl Pleadings and Sgrviceb
Motions and Related Filings Motions
Other Filings » I Supporting Documents and Responses
Initial Pleadings and Service Other Filings
Complaints and Other Initiating Documents  Discovery Docutnents
Service of Process Motices
Answers to Complaitits Trial Docutnents
Other Answers Appeal Documents
Other Documents
Motions and Related Filmgs
Motions
Supperting Documents and Responses

The following window will appear:

Responses and Replies

Remember, two (2) courtesy copies of the motion and supporting documents must be submitted
to the appropriate judge or magistrate judge.

Please refer to the court's Civil ECF Procedures Guide. See Section I F for courtesy copy requirements.

Clear |

2. Click Next

3. The following window will appear:

Responses and Replies
Civil Case Number

0:01-cae-22

’ Mext l ’ Clear ]

4. Confirm case number, Click Next

Page 76



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

The following window will appear:

IAvailable Events (click to select an event) Selected Event

Affidavitin Opposition to Motion IMeet & Confer Statement
Affidavitin Support of Motion

Brief

Certificate of Compliance with LR 37.1

Claim Construction Brief

Declaration in Opposition

Declaration in Support

Exhibit

LR71/LR72.2Word Count Compliance Certificate

Markman Brief

Memorandum

Memorandum in Opposition to Motion

Memorandum in Support of Motion

Objection x|

Mext Clear |

| v

5. Click on the Meet & Confer Statement event, Click Next

6. Click on the party(s) filing the document, Click Next

7. Click Browse to locate the appropriate Main Document

8. Navigate to the appropriate directory and file name of the PDF document to be filed

9. Click on the file and Click Open (or double-click on the file) to attach it to the filing
10. Click Next

11. Select the appropriate event(s)/ motion to which your event relates:

Responses and Replies
0:01-cv-00022-BHK-FLN v. Moralez

Select the appropriate event(s) to which vour event relates:

¥ 08/07/2009 4 MOTION for Discovery by Vickie E Moralez. (Paulsen, Jeffrey)
MNext | Clear I

12. Click Next
13. Click Next again

14. Confirm information in window, Click Next to submit the filing

The Notice of Electronic Filing window will appear.

Page 77



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Filing a Stipulation

This section of the User's Manual describes the process for filing a Stipulation in ECF. When filing
a stipulation in ECF, be sure the pleading does not include a signature line for the Judge or a
proposed order. Proposed orders are to be emailed to the Judge’s Chambers e-mail box. Also be
sure you select all parties you are filing on behalf of.

1. Click Civil > Other Filings > Other Documents

Criminal ~ Query Reports ~ Utilities ~ Search
ICivil Events
Initial Pleadings and Service Other Filings Letters NEW! Patent Cases NEW!
Complaints and Other Initiating Documents Discovery Documents  Lefters Patent Filings
Service of Process Notices
Answers to Complaints or Counter/Cross/3rd Party Claims  Trial Documenis
Other Answers Appeal Documents

Other Documents

Motions and Related Filings
Motions
Supporting Documents and Responses

2. Click Civil > Other Filings > Other Documents
3. Confirm case number, Click Next

4. Select the party(ies) you are filing on behalf of. (Be sure to select all parties that signed the
pleading. Use the mouse + control key to select multiple parties) Once selected, click Next

5. Important: because you are selecting the opposing party that you do not normally
represent, you will be prompted asking if you wish to be added as an attorney for the
opposing party. Uncheck the box in front of the attorney’s name to disassociate the attorney

to the opposing party(ies).

0:01-cv-00022-RHK-FLN v. Moralez

For jointly signed documents, e.g., Stipulations, uncheck the box in front of the attorney's name to unlink the attorney to the opposing party or parties)
The following attorney/party associations do not exist for the above case(s).

Please check the box on the left of the screen for associations which should be created.

If the association should xnot be created, be sure the hox is uncheckedcil

Next | Clear |

6. From the drop-down list provided, click on the Stipulation or Stipulation of Dismissal
option. Click Next

7. A reminder text window appears regarding the language that should be omitted from the
stipulation and the filing of the proposed order. Click Next
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8. Click Browse to locate the appropriate document

9. Navigate to the appropriate directory and file name of the PDF document to be filed

10. Click on the file and Click Open (or double-click on the file) to attach it to the filing

11. Click Next

12. A prompt appears asking whether the document you are filing link to another document
in this case. If the stipulation is linked to another document such as a scheduling order;
check the box provided. (You may also wish to enter the date the document(s) was filed or
the document number that was given so that not all the documents appear to select from
window.) If the checkbox is selected, click on the Next button and the list of all previously
filed documents appears for selection. Select the document this filing relates to. Click

Next

13. The Docket Text window appears. Type additional text in the box provided to describe
what the stipulation is for. Click Next

14.Review the filing. If you are ready to file, click Next

The Notice of Electronic Filing appears.
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Filing a Certificate of Service on Proposed Order

Under LR 5.4, the NEF generated by ECF constitutes a certificate of service with respect to those
persons to whom electronic notice of filing is sent, and no separate certificate of service need be
filed with respect to those persons.

If service is not made through ECF, the filing party must file a certificate of service in ECF. The
certificate must state the manner in which service or notice was accomplished on each party so
entitled.

Filers are required to serve copies of any electronically filed pleading, document, or proposed
order to parties not served electronically by ECF according to the Federal Rules of Civil Procedure.

To determine the party mailing information for a specific case, Click Utilities > Mailings >
Mailing Info for a Case.

Certificates of Service can either be filed as (a) an attachment in ECF during a filing or (b) a
separate filing. When filing multiple events at the same time, a separate certificate of service can be

filed and linked to the relevant documents as outlined below:

1. Click Civil > Initial Pleadings and Services > Service of Process

NOTE: Because of the similarity to other events, only one screen shot will be included.

2. Confirm case number, Click Next, Confirm case number again, Click Next
3. Click the type of document being filed e.g. Certificate of Service on Proposed Order, Click
Next

The following window will appear:

Criminal ~ Query Reports ~ Utilities ~ Search Logout ‘

Service of Process:
0:01-cv-00022-RHK-FIL N v_Maralez

STOP!! If you are filing summons-related document, please use the appropriate event code in this category. Scroll down to the Summons events in this
category and select the correct the event. Select the pdf d it and any attach i

M ain Document

Attachments Category Description
NOTE: The Note on this window indicates that if filing a
L

summons-related document, rather than a certificate of
service, return to the previous screen and select
Summons Returned Executed under

the Service of Process category.

4. Click Browse to locate the appropriate document

5. Navigate to the appropriate directory and file name of the PDF document to be filed
6. Click on the file and Click Open (or double-click on the file) to attach it to the filing
7. Click Next
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8. Click on the party(s) filing the document, Click Next

9. (lick the box to link the attachment to another document (event) already filed e.g. Motion,
Click Next

10. Click in the box(es) of the appropriate events to link the attachment(s) to, Click Next

11. If necessary, click in the white Docket Text field to modify the docket text, Click Next

12. Confirm information in window, Click Next to submit the Certificate of Service on

Proposed Order

The Notice of Electronic Filing window will appear.
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Appendix A

Sample Attorney Registration Page

Submit Clear

Notice to Attornevs

It is necessary to change vour login access from 'read-only' to 'active user' for the purposes of
filing vour documents on ECF beginning May 17, 2004. Please note that vou will only be
required to review and submit this on-line registration one time. By reviewing and submitting this
registration, vour status will change to active. As an active user, vou are agreeing to the details
below. For record keeping purposes, a log will be keept of the date and time vou have registered
on-line. It is important that you review this agreement and press the submit button, not
vour staff.

When you are finished with your registration, please log out of ECF. When you log back
in, you should be able to access all other filing options under the Civil and Criminal
Menus. If they do not appear, right-click your mouse and refresh or reload the screen,
repeat if necessary until they appear.

Your current login and password will remain the same.

By submitting this account registration form on-line, I agree/consent to the following:

1. I understand that the provisions of LR. Rule 5.1, "Electronic Case Filing." the "Order
Adopting Electronic Case Filing Procedures” signed by the Cowrt on May 17, 2004, and
the latest version of the court's Civil and Criminal ECF Procedures Guide for the District of
Minnesota apply to electronic filing in this District and I agree to abide by all provisions set
forth therein.

2. I agree that the combination of the nuser login and password will serve as my signature
for purposes of the Federal Rules of Civil and Criminal Procedure. I further agree to
protect the security of my password; if I believe it is being nused without my permission, I
will log onto ECF and change my password, as well as inform the clerk of court by
telephone, of the misuse.

3. I have read and understood the provisions of Rule 11 of the Federal Rules of Civil
Procedure, particularly as referenced in the civil and criminal Electronic Case Filing
Procedures for the District of Minnesota, and I understand that the provisions of Rule 11
apply with full force and effect to documents filed using ECF.

4.1 agree to waive the provisions of Rule 77(d) of the Federal Rules of Civil Procedure
and Rule 49(c) of the Federal Rules of Criminal Procedure, providing for service of notice
bv mail, and I consent that such notice may be served by electronic transmission.

5. All transmissions for electronic case filings of pleadings and documents to the ECF
system shall be titled in accordance with the approved directory of civil and criminal events
of the ECF system in a case in which an attorney is counsel of record or on any document
which is construed as an entry of appearance in accordance with the Local Rules.

6. The systems are for use only in cases designated by the U.S. District Court for the
District of Minnesota. The system may be used to file and view electronic documents and
doclet sheets.

7. Registration as a Filing User constitutes: (1) consent to receive notice electronically and
watver of the right to recefve notice by first class mail pursnant to Federal Rules of Civil
Procedure 77(d) and 5(b)}(2}(D). and (2) consent to electronic service and waiver of the
right to service by personal service or first class mail pursuant to Federal Rule of Civil
Procedure 5(b}2)D), except with regard to service of a summons and complaint, which
must be accomplished in accordance with Rule 4 of the Federal Rules of Civil Procedure.

8. A user accesses court infformation via the court's Internet site or through the Public
Access to Court Electronic Records ("PACER") Service Center. Although the court
manages the procedures for electronic filing, all electronic public access to case file
documents occurs through PACER. A PACER login and password is required in addition
to the ECF password issued by the court. To register for PACER., a user mmust complete
the online form or submit a registration form, available on the PACER website:

Note: According to a memorandum from the Administrative Office of the United
States Courts dated April 9, 2002, non-udiciary ECF users will be charged a
PACER billing fee to access electronic data such as docket sheets and case
documents obtained remotely through the PACER system. A cap of thirty pages per
document has been approved.

The access fee does not apply to official recipients of electronic documents, ie.,
parties legally required to recefve service or to whom service is directed by the filer
in the context of service under Federal Rules of Civil Procedure. Official recipients
will recefve the initial electronic copy of a document free to download as they see fit,
but if they remotely access the document again, they will incur PACER billing fees.

9. I understand and agree that it is my responsibility to change my e-mail address on-line
under the Utilities>Maintain Your Account button in ECF. Directions for doing so are
available on the court's web site at http:/www.mnd uscourts gov/cmect

‘general information shtm>ECF Account Maintenance Instructions.

[: 1 Agree
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Appendix B
Viewing Restricted Cases & Filings in ECF

Social Security & Immigration Cases

Case-level restrictions will apply to civil cases involving social security and immigration matters.
Pursuant to Fed. R. Civ. P. 5.2, parties and their attorneys of record may have Internet access to all
documents filed in social security and immigration cases. The public will have Internet access only
to docket sheets, opinions, orders, judgments or dispositions of the court.

Restricted Filings in ECF

Documents electronically filed by the court on ECF may have different restriction levels placed
upon them, i.e. sealed, court only, applicable party, or ex parte. When both the document and the
docket entry are restricted, the docket report will have skipped document numbers. A text only
entry will indicate that the document is restricted and identify its docket number.

If a user does not have appropriate access to view a restricted document, when clicking on the

document number, the user will be prompted with a message stating the document is not
available, or you do not have permission to view this document.
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If a document is restricted and the user has appropriate access to it, when you click the e-mail link
you will be prompted for your ECF login/password. This is simply a security measure to ensure
you have proper access to view the documents. Please review the screen captures below that
illustrate the login process required to view restricted documents.

***NOTE TO FURLIC ACCESS USERS*** You may view thee filed documents ance withoot charge. To aveid kiter charges, dosndoad a

capy of cach dacument during this first viewing.
U.5. District Court
District of Minnesota
Hotice of Electronic: Filing

The fallowing transaction was recenved from Shidey Anderson entered on 122172005 at 1038 AM C5T and filed on 12/21/2005

Clase Mame: Serall v HHE

Case Nunber: Click the document
Docurnent Nunber: number link to view
Dacket Text: the document filed.
AMSWER to Cormplaint by HHS {aderin, )

The Eollowng decument(s) are associated with this transaction:

NOTE: Once you click on the link, you must enter your ECF login and password. Do not double-
click the link or the “free look” will be lost.

S ———

< ECF/PACER Lo;ip

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the US. Code. All activities and
access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabhilities, enter your FACER login and password. If you do not have a PACER
login, contactthe PACER Service Center to establish an account. You may register
online at hitpfpacer psc uscourts.gov or call the PACER Service Center at (800) 676-
6856 or {210} 201-6440

An access fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. All inquiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long

Authentication

Login: |
Password:

client code I

NOTE: If the “free look” has been used/is expired, login first to ECF (for identification as a case
participant), then user will be prompted for PACER login.
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Appendix C
Add/Create Party for Third-Party Complaint

In the Select the Party window:

lAnswers to Complaints
0:01-cv-00022-RHK-FL N v Moralez

Pick Party Select from the following list the party(s) against whom you are filing this Third-Party Complaint.
Collapse All Expand All
= Vickie E Moralez oft Select the Party: OR Select a Group:

#Jackie Ellingson pla

Moralez. Vickie E [dft]
Ellingson. Jackie [pla] & No Group

Al Defendants
7 All Plaintiffs
" Al Parties

=

1. Click New Party

The following window will appear:

2. Enter in full or partial values for Name fields, Click Search to determine whether party
already exists in CM/ECF

EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search Logout

Answers to Complaints
0:01-cv-00022-RHK-FLM v. Moralez

Pick Party Search for a party
Collapse All Expand Al Last/Business Name | First Name Middle Name I
#Vickie E Moralez dft ErT

dackie Ellingson pla

NOTE: Search Tips for Locating Party Information in ECF

a. The party database is extensive. Search the database several times before adding a new
party.
Try searching with and without punctuation
Asterisks are not necessary when searching for partial names
d. Searches:

i. are not case sensitive

ii. can only be performed by last name or business name
Names of:

i. Cities, counties, state agencies, etc. may be listed as “St. Paul, City of.”

ii. Businesses and other party names may contain abbreviations
If multiple matches are found, please click “select name from list” to see additional
information regarding the party
g. Do not enter in address information for parties
h. Use the party text to clarify the party name. e.g., A Minnesota Corporation

0
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If party is already in CM/ECEF, the following window will appear:

EECF Civil ~ Criminal - Query Reports ~ Utilities ~ Search Logout

IAnswers to Complaints
0:01-cv-00022-RHK-FLM v. Maralez

Pick Party | Search for a party
Collapse All Expand &l LastiBusiness Name lL:-mg— First Name ISUE— Middle Name l_

#Vickie E Moralez dit Search

=-Jackie Ellingson pla

Search Results
Lang, Sue

Select Party Create New Party

3. If the correct party appears, highlight the name, click Select Party (If No, skip to next page)

The following window will appear:

EECF Givil = Criminal = Query Reports = Utilities = Search Logout

Pick Filer Party Information
Sue Lang

Collupge Al Expand Al
+\ickle E Moralez cft

Role | ThirdParty Defendar

prisonerid [ Unit
Office
agdressa [
acdress2 [ I Show this address on the docket sheet

aggress3 [ ey
sme| oz 0 counry [
Prison -
phone [ fax|[
E-mail [

Party text |

startdate [5r132009 enagate [

Hotice [yes =]

4. Modify Role if needed, i.e. Third Party Defendant
5. Click Add Party

The following window will appear:

—
EECF civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Pick Party I Select from the following list the party(s) against whom you are filing this Third-Party Complaint.
Collapse All Expand All
= Vickie E Moralez dft Select the Party: OR Select a Group:
Jackie EliirgsTT [ WMoralez, Vickie E [dft]
=ISue Lang 3pd.” 0 Ellingson. Jackie [pla & No Group

alias ¥ " All Defendants

;..COrporm:;a;r]enl or other affiliate "3 € Al Plaintifis

S Al Parties

Next | Clear New Party

6. Select Party, Click Next, Continue filing and submit the pleading.
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Continuation of Step 3 from previous page:

3. If no, continue adding the new party (remain on this page);

Criminal ~ Query

Reports ~

lAnswers to Complaints
0:01-cv-00022-RHK-FLMN v. Maraler

Pick Party

Search for a party

utilities ~ Search

Collapse All

Expand &) Last/Business Hame I,‘«‘(Z Ca
#Vickie E Moralez dft

Search Results

Select Party I Create New Party )
Search returned no re3W Blazcs

pise®ln Or create a new party.

First Name

Middle Name

4. Click Create New Party

5. The following window will appear:

Crimipal ~ Query Reports ~ Utilities ~ Search Logout
Pick Party Party Information
Collapse Al Expand All Last name I,‘WZ Co First name
®\Vickie E Moralez i Micdle name I— Generation l—
Tite [
Role |Thir(\F’art5,r Defendant {3pd-pty) j
Pro se |Ho j
Prisoner Id l— Unit I—
Office l—
Address1 l—
Address 2 I Showr this address on the docket sheet
Address 3 l— City I—
State | Zip | Country I—
Prison lﬁ
Phone l— Fax I—
E-mail |
Party text |
startdate [5/192009 Endagate [
Co ion no Hotice IE[
‘ Add Party

6. Click Add Party
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The following window will appear:

EC Wil - Criminal - T —
UE F Civil Criminal Query Reports Utilities Search

Pick Party | Select from the following list the party(s) against whom you are filing this Third-Party Complaint.
Collapse All Expand All
= Vickie E Moralez dft Selectthe Party:  OR Selecta Group:
=XYZ Co 3pd 7B Ioralez. Vickie E

E'Alias = & No Group

é-{:orporate Parent or other affiliate *3 ¢ All Defendants

Attorney ¥5 0 Al Flaintiffs
" Al Parties

Nextl Clearl Hew Party |

7. Select Party, Click Next, Continue filing and submit the pleading.

NOTE: When a new party is added, he/she is added to the Party Pick List and is
highlighted in the list. The new party is also added to the Case Participant Tree.

If the right pane of the screen does not contain the party pick list (e.g., the user
searched for a new party but then decided not to add one), to bring the party
pick list back to the right pane, the user should click the Pick Party button
at the top of the screen.

To add more parties, repeat Steps above.
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Definition of Controls

EECF civil ~ Criminal ~ Query

Pick Filer

Collapse All
= Vickie E Moralez dft

Hlne Company dit.” #
E"-Nias 1

E"u!\ttomeyr =0

é"{:orporate Parent or other affiliate 3

Select the filer.

Expand All
Select the Party:

Moralez, Vickie E [dft

NOTE: If a new participant is added during the docketing process, icon
controls will only be available for that new participant. The controls are

further explained below.

Control

Description

Edit Participant Record

Delete Participant Record

Add Alias to Participant Record

**Court Use Only**
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Appendix D
Additional Information Regarding ECF

SELECTING FILERS IN A LARGE CASE

When a civil case has a large number of participants, the participants are sorted in alphabetical
order by last name, and are grouped into chapters. Each chapter is displayed in the participant tree
as a hyperlink. If the user clicks a chapter hyperlink, the participants in the chapter are listed in the
tree

COMMON ERRORS WITH ECF FILING
If the ECF system does not recognize your login and password, it will display the following error
message on a new screen.

Login failed either your login name or key is incorrect

Click on the [Back] button in your browser and re-enter your correct login and password.

If you cannot access the ECF system using your assigned login and password, you can request a
password reset by clicking on the reset link on the main ECF login page. You will need to enter
your ECF login ID and click the submit button. An email message will be sent to the address of
record for the user that will allow a change to the password.

DOCUMENTS FILED IN ERROR

A document incorrectly filed in a case may result from: a) attaching the wrong PDF file to a docket
entry; b) entering the wrong case number and not discovering the error before completing the
transaction; or c) selecting the wrong document type from the menu.

POSTING THE WRONG PDF FILE TO A DOCKET ENTRY OR ENTERING THE
WRONG CASE NUMBER

After a document is filed electronically, corrections to the docket must only be made by the Clerk’s
Office. ECF will not permit the filer to make changes to the document(s) or docket entry once the
transaction has been submitted.

Documents filed in error in the correct case (e.g., wrong version of the document attached, wrong
event code, etc.) must remain part of the record as filed. Upon discovery of error, the filer must:
Call the Clerk’s Office Help Desk at 1-866-325-4975. Clerk’s Office staff will edit the docket text of
the incorrect entry indicating “DOCUMENT FILED IN ERROR” in all caps at the beginning of the
docket entry. The user should immediately file the correct document in the case on ECF, and
modify the title of the pleading as appropriate (e.g., "Amended", "Substituted", "Corrected").

Page 90



CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

If a document is filed in the wrong case, the filer must immediately call the Help Desk at 1-866-
325-4975. The Clerk’s Office will edit the docket text of the incorrect entry indicating,
“DOCUMENT RESTRICTED-FILED IN WRONG CASE” in all caps at the beginning of the docket
entry. The user should then file the document in the correct case.

SELECTING THE WRONG DOCUMENT TYPE
In the event you selected and highlighted a file that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

Answers to Complaints
0:01cwD0020 Osterberg v, Parker

EEECE.: Document is not a well-formed PDF document (no further information iz available).

Bacl I

1. ECF will not permit you to select a file for your pleading that is not in PDF format.
2. Click on the [Back] button and ECF will return to the Answers to Complaints screen.

3. Select and highlight the PDF file of your pleading and proceed as before.

FAILURE TO SELECT A DOCUMENT TO FILE
If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

Microsoft Internet Explorer x|

& Mote: You have not selected a document,

If you click [OK] from the screen depicted above ECF will return you to the Attachments screen.
You cannot proceed without attaching a PDF document.

ATTACHMENTS AND ATTACHMENT SIZE
Attachments electronically filed must be less than 15MB or 15,360 KB after the document has been
converted to PDF.

Attorneys may seek leave of the court to file conventionally if attachments and exhibits are
voluminous. Refer to the Civil Procedures guide for more details on this matter.

NOTE: For moderate length paper attachments, consider dividing them into two or more smaller
attachments, scanning, and filing them electronically.
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PACER WINDOW

When PACER is needed to access and/or print documentation, a “Transaction Receipt” table

appears at the bottom of the current window. As seen below, this table provides the total charges

billed at the present time.

> - e -
UECF Query Reports Utilities Logout

GUIDANT,

U.5. District Court
U.S.District Court Minnesota (DMN)
CIVIL DOCKET FOR CASE #: 0:07-cv-00025-DWF-AJB

D'Abundo v. Guidant Corporation et al

Assigned to: Judge Donovan W, Frank

Referred to: Magstrate Judge Arthur J. Boglan

Lead case: 0:05-md-01708-D'WE-ATB

Member case: (View Member Case

Cause: 28:1332-pip-Diversity-Personal Injury, Product Liability

Plaintiff
Debra D'Abundo

Date Filed: 01/22/2007

Tury Demand: Plaintiff

Wature of Suit: 365 Personal Inj. Prod. Liability
Turisdiction: Diversity

represented by Thomas R Anapol

Administratriz|
D' bunda, dact

T ITE LTV

ATTORNEY TO BE NOTICED

Date Filed # Docket Text

01/22/2007

e

CERTIFIED COPY OF COMNDITIONAL TRANSFER ORDER. (CTO - 22) from the Tudicial Panel on Multidistrict Litiation;, Case
recetved from District of New Jersey (Camden); Case Number 1:06-5227 (NLH/TS), Case assigned to Judge Donovan W, Frank
and referred to Magistrate Judge Arthur . Boylan for coordnated or consolidated pretnal proceedings. (Attachments # 1 Certified
copy of docket sheet # 2 Complamt # 3 Crnl Cover Sheet){dch) (Entered 01/23/2007)

01/22/2007

o2

PRETERIAL ORDER #2. Signed by Judge Donovan W Franle on 1/6/06. PLEASE NOTE: Counsel are directed to file a Motice of
Appearance in the MASTER CASE ONLY - MDL 05md1708. Please see Attachment A for instructions. (Attachments: # 1
Attachment A)(dch) (Entered: 01/23/2007)

PACER Service Center

Transaction Receipt

02/07/2008 10:28:18

PACER Login: [ns3632 [Client Code:

Description:

Diocket
Report

Search 0:07- co-00025-DOATF -
Criteria: AR

:

Cosi: |D.08

SEALED DOCUMENTS

For more details about filing under seal, please refer to the Civil Procedures guide, Section IX, part

D.
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Appendix E

The Federal Rules and Personal Identifiers

Under Fed. R. Civ. P. 5.2(a), unless the court orders otherwise, an electronic or paper filing with
the court that contains an individual’s social-security number, taxpayer-identification number, or
birth date, the name of an individual known to be a minor, or a financial-account number, the
filing party or nonparty may include only:

a. The last four digits of the social-security number and taxpayer-identification
number;

b. The year of the individual’s birth;

C. The minor’s initials; and

d. The last four digits of the financial-account number.

In addition, exercise caution when filing documents that contain the following:

a. Personal Identifying Number (e.g., driver’s license number);
b. Medical Records, Treatment and Diagnosis;

C. Employment History;

d. Individual Financial Information;

e. Proprietary or Trade Secret Information.

Under Fed. R. Civ. P. 5.2(b), the redaction requirements do not apply to the following:

a. A financial-account number that identifies the property allegedly subject to
forfeiture in a forfeiture proceeding;

b. The record of an administrative or agency proceeding;
C. The official record of a state-court proceeding;
d. The record of a court or tribunal, if that record was not subject to the redaction

requirement when originally filed;

e. A filing covered by Rule 5.2(c) or(d) ; and
f. A pro se filing in an action brought under 28 U.S. C. §§ 2241, 2254, or 2255.

WAIVER OF PROTECTION OF IDENTIFIERS

A person waives the protection of Rule 5.2(a) as to the person’s own information by filing it
without redaction and not under seal. Fed. R. Civ. P. 5.2(h).

ENFORCEMENT

It is the sole responsibility of counsel and the parties to be sure that all pleadings comply with the
rules of this court requiring redaction of personal identifiers. The Clerk will not screen documents
for redaction and will not reject documents solely on the basis that the documents contain personal
identifiers.
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FILING UNREDACTED DOCUMENTS UNDER SEAL
1. Under Fed. R. Civ. P. 5.2(f)-(g), a person making a redacted filing may also file:

a. An unredacted copy of the document under seal without seeking leave of the court
in accordance with Section IX.D. regarding filing documents under seal; or
b. A reference list under seal without seeking leave of the court in accordance with

Section IX.D. regarding filing documents under seal. The reference list must
contain the complete personal identifier(s) and the redacted identifier(s) used in its
place in the filing.

2. The redacted version of the document must be filed in ECF with a conventional filing
placeholder as an attachment indicating the existence of the sealed document on the record.
A sample conventional filing placeholder is available from the clerk or from the court’s
website at www.mnd.uscourts.gov, under the “Court Forms” tab.

3. The Notice of Electronic Filing (NEF) and the conventional filing placeholder for the
redacted version must be attached to the envelope of the sealed version or list.

4. File the sealed version or list in accordance with Section IX.D.
5. The unredacted version and/or reference list must be retained by the court as part of the
record.
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Sample of Reference List of Personal Identifiers Redacted

UNITED STATES DISTRICT COURT
DISTRICT OF MINNESOTA

[Plaintiff's Name] Case Number: [Case Number]
Plaintiff(s)

V. REFERENCE LIST OF
PERSONAL IDENTIFIERS
[Defendant's Name] FILED UNDER SEAL PURSUANT TO THE
FED. R. CIV. P. 5.2 AND
Defendant(s) FED. R. CRIM. P. 49.1

The following personal identifiers have been redacted pursuant to the Fed. R. Civ. P. 5.2 and
Fed. R. Crim. P. 49.1. Below is a listing of the complete personal identifier and its
corresponding partially redacted version. The redacted version will be used in lieu of. and shall
be construed to refer to. the corresponding complete identifier in filings in the above referenced

case.
Description of Identifiers Complete Identifier Partially Redacted
Redacted Identifier

Social Security Number 123-45-6789 XXX-XX-6789
Financial Account Number 987-66-54-321 XOXX-XX-X4-321
Name of Minor Child Jane Doe 1.D.

Date of Birth 07-04-2004 2004

Home Address (criminal cases only) 123 Main St Smithville. MIN

Smithville, MN 12345
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Appendix G

Creating an Appendix with Document Links

A set of radio button options labeled Include documents in Appendix and Include document
hyperlinks in Appendix appear at the bottom of the Docket Report. These options allow users to
indicate if the PDF documents they selected for inclusion in the appendix docket sheet should be
appended to the docket sheet or if hyperlinks to those documents should be included instead.

OPTIONS FOR CREATING AN APPENDIX

When the Docket Report is run with the Create Appendix option selected, two radio buttons are
included at the bottom of the report: Include documents in Appendix and Include document
hyperlinks in Appendix.

U.S. District Court
U.5. District Court Minnesota (DMN)
CIVIL DOCEET FOR CASE #: 0:11-cv-00010-JNE -AJB

Ellingson v. U.5. Bureau of Prisons Date Filed: 05/27/2011
Assizned to: Judze Joan M. Ericksen Tury Demand: None
Referred to: Magistrate Jodge Arthur I. Boylan Mature of Suit: 530 Habeas Corpus (General)
Cause: 28:2254 Patition for Writ of Habeas Corpus (State) Jurisdiction: U.8. Dafend:
Plaintiff
Bella Ellingzon reprasentzd by Bella Ellingzon
PROSE
V.
Defendant

.5, Bureau of Prizonz

DateFiled | # [dear " | Docket Text

05/27/2011

Order
- I PETITION for Writ of Habsas Corpus ( Filing fa= § 5 racaipt number 300400.) assiznad to Tudzs Joan N. Ericksen pr Prisoner rafarrad to Magistrats Judga Arthur 1. Boylan., fils
by Belta Effingson. (Attachments: # 1 Civil Covar Shast) (IME) (Entared: 05/272011)

05272011 |2 | [T I MOTION to Dismiss by U.S. Bureau of Prisons. (JME) (Enterad: 053/27/2011)

05272011 |3 | — I REPORT AND RECOMMENDATION r= 1 Patition for Writ of Habeas Corpus filsd by Bella Elfingson. Objections to R&R. due by 6/6/2011. Signed by Masistrate Judg= Arthur J.
Boylan on 5/27/2011. (IME) (Entaraé: 05/27/2011)

Footer format: [<pagenum> ' Includs full dockst shest * Inchuds documents in Appendix
(Wumbers, latters, spaces, and <pagenum> 0ly)  ( 1ootugs abridead dockst shast|  © Include s

View Selected I

for

Download Selected I

tinkes in A
per in

CREATING AN APPENDIX WITH THE “INCLUDE DOCUMENTS IN APPENDIX”
OPTION

If the Include documents in Appendix option is selected when the appendix is generated, the
application produces a PDF version of the docket sheet with the selected documents appended.

CREATING AN APPENDIX WITH THE “INCLUDE DOCUMENT HYPERLINKS IN

APPENDIX” OPTION

If the Include document hyperlinks in Appendix option is selected when the appendix is generated,
the application produces a PDF version of the docket sheet that does not include the documents
from the case record.

Instead, this PDF includes document hyperlinks which direct the user clicking on them back to the
District court’s CM/ECF application to view the document(s).
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Sample Appendix PDF with Document Hyperlinks:

LS. District Court

U.S. District Court Minnesota (DMN)

CIVIL DOCKET FOR CASE #: 0:11-cv-00010-JNE -AJB

Ellingson v. U5, Burean of Prisons Date Filed: 05/27/2011
Assigned to: Judge Joan IN. Ericksen Jury Demand: MNens
Referred to: Magistrate Judge Arthur I Boylan Natre of Suit- 330 Habeas Corpus
Canse: 28:2254 Petition for Writ of Habeas Corpus (State) (General)
Junsdiction: 1.5, Government Defendant
Plaintiff
Bella Ellingson represented by Bella Ellingson
PROSE
.
Defendant
U.5. Burean of Prisons
Date Filed # Daocket Text
05272011 1 |PETITION for Writ of Habeas Corpus ( Filing fee § 3 receipt number
300400.) assigned to Judge Joan M. Ericksen per Prisoner referred to
Magistrate Judge Arthur . Boylan., filed by Bella Ellingson.
{Attachments: # 1 Civil Cover Sheet) (JWME) (Entered: 05/27/2011)
05272011 2 |MOTION to Dismiss by US. Burean of Prisons. (JME) (Entered:
05/272011)
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Appendix H

Accessing the ECF Training Database
1. From the District of Minnesota’s Web site at: www.mnd.uscourts.gov
2. Click CM/ECF > Login To CM/ECF

3. Click the “Login Into ECF Training Database” link

United States District Court

DISTRICT OF MINNESOTA e €@ @

CM/ECF Jury Duty | MDL | Calendar | Information | Court Forms | New Cases
You are here: Home > CM / ECF > Login To CM/ECF “* adobe Download L‘é’] Print this page

Attorney Re-registration Login TO CMIECF

Courthouses Use the links below to navigate this section.

Courtroom Technology

£ Login to ECF

=1 Redister for ECF

Judges =3 Login Into ECF Training Database

Judicial Complaints =1 Registration Form for E-Filing - MDL Attorneys:  DOC PD

Employment

4. Click U.S. District Court of Minnesota - Training System link

CM/ECF JuryDuty | MDL | Calendar | Information | CourtForms | New Cases
You are here: Home > ©M / ECF > Login To GM/ECE > Login Inte ECF Training “* adobe Download () Print this page
Attorney Rersgistration Login Into ECF Training
Courthouses

We suggest that for training purposes you use one of the training 1IDs. They're named
attorney50 through attorney59; the password for all IDs is trainme. Note that all the
Employment letters are in lower case.

Courtroom Technology

Judges There are ten civil cases in the training database to practice in. Their case numbers are "01-

200 through "01-209",
Judicial Complaints

There are ten criminal cases in the training database to practice in. Their case numbers are

Live ECF LINK '01-300 through "01-308."

Local Rul
onal Rulss NOTE: & user 1D cannot be logged into the application more than once. If 2 second session
Media Infarmation with the same ID starts while a previous one is still in progress, the first session is terminated.
So, if you find yourself staring at a login prompt in the midst of your practice session, it means
Phone List someone else has picked the same ID you were using. Pick another ID and try again.
Seminars Disclosure
weh Resources U.S. District Court of Minnesota - Training System

5. Login using the Attorney Training Login and Passwords (listed on the page in step 4

above)

CM/ECF Filer or PACER Login

Notice
This s & Restricted Web Site for Ofcial Cout Business only, | ertry i% and subpect Tioe 18 of 1t
US Code ANActivities and access atemplts are logged

Instructions for filing:
Eriter your CMECFE fler lagin and passward if you are ehecironically fing something with e court

If you received this login page as a result of a link from a Notice of Electronic Filing email:
Enter your CMECF filer login and password. The system prompls customers for a CMECF login and password when atiempting to view
cartain typas of documants.

If you have trouble viewing a document:

ARer successi entry of your CMECF login, you should be able 1o view the docurment. If you receive the message "You do not have permissic

Lo view this document,” viewing the documert is restricted 1o attomeys of record in the case and the system does nol recognize you as such. |

1he login prompt apgeears again, after you have entered your CM/ECF lopin and password, it means that the “Iree look™ ink nas expired. You «
0 enter your PACER Ingin and password 1o view the documant

Instructions for viewing filed and case
I you cdo nat neved filing capabiliies, enter your PACER login and passwaord If you do not have a PACER lagin, you may register online at
hp ipacer pac uscourts gov

Authweraication IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: Al flers must redact Social Secusity
Lagn [ tapayer-identcation pumbers, dates of bith: names of minor chddeen; fnancial nccount mumbers. and, in
- | cviminal cases, honss addrecees, in compliance with Fad B Civ. P 5.3 or Fad B Crims P 49,1, This
S— palin - inchucieg
chant ——
cody r L 1 file, T apty with the redacts des 1 have read this notice
Logn | _Feset
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Appendix I

Accessing the New Cases Report
The New Cases Report lists new civil and criminal cases filed in the U.S. District Court, District of
Minnesota each day. It indicates the date and time (within the hour) the case was assigned, case
number, case name, the District Judge assigned to the case, and the Magistrate Judge assigned to
the case. The information will be available on the New Cases Report for 30 days. This report is
designed to assist the public with viewing new case filings in the U.S. District Court. The Judge
assignments in the New Cases Report are listed with their initials. Click on the Judge Initials link
to view a listing of the Judge’s initials and corresponding full names.

1. To access the New Cases Report click on the District of Minnesota’s Web site at:

www.mnd.uscourts.gov

2. Click on the New Cases tab> Access to the New Cases Report.

New Cases Report from 10/21/2012 to 11/20/2012

Time . -

Date Reported Case # Title Type Judge Magistrate

11/19/2012 11/19/2012 12ev2017 Kennedy v. Astrue Type: Social Security - SSID Title XVI PIS FLN
17:00:01

1111972012 11/19/2012 12ev2916 Signus Medical LLC v Ilion Medical LLC Type: Pending DWE [TNL
17:00:01

11/19,2012 11/19,2012 1222013 Johnson v Northwest Eye Clinie, PA Type: Pending INE AIB
17:00:01

1111972012 11/19/2012 12ev2914 Edoff v ARS National Services, Inc., et al Type: Pending MID |JIG
17:00:01

11/19/2012 11/19/2012 12ev2013 Anytime Fitness v Roberts et al Type: Property Rights - Trademark SEN |1IG
16:00:01

11119/2012 11/19/2012 12cv2912 US v Whalen Type: Other Statutes - Other Statutory Actions PIS SER.
16:00:01

11/19/2012 11/19/2012 12ev2011 Brynteson v Life Insurance Company of North America  [Type: Pending ADM |[TNL
16:00:01

‘1 14192012 ‘1 1/192012 ‘12“-2910 ‘Stm-'u v Astrue |Type: Social Security - DIWC/DIWW ‘JNE ‘FLN
16:00:01

Page 99



http://www.mnd.uscourts.gov/

CMY/ECF User’s Manual - Civil U.S. District Court, District of Minnesota

Appendix ]

MDL Case Report

The MDL Case Report lists all cases associated with a Judicial Panel on Multidistrict Litigation
(JMPL) action pending in the District of Minnesota. The report is sorted by case number and case
type (the main MD case is always listed first). The user can choose whether all MDL-related cases
or only pending MDL-related cases should display.

This report is accessed through Public Access to Court Electronic Records (PACER), which is an
electronic public access service that allows users to obtain case and docket information.

Follow the steps below to access the MDL Case Report through PACER:

1. Access the District of Minnesota’s CM/ECF system at: https://ecf.mnd.uscourts.gov/cgi-
bin/ShowIndex.pl.
2. Log into the system with a PACER login and password.

W

Click on Query on the blue menu bar.

4. Enter in a master MDL case number or an associated case number for a JPML case pending
in the District of Minnesota.

5. Click Run Query.

6. Click the link, MDL Case Report.

7. Select the applicable radio button to display all cases or pending cases only then click Run
Query.

8. The output will then display accordingly.

Sample Output:
Multidistrict Litigation i

\ Cases Related to MDL 1943
‘ Judge: John R. Tunheim
Case Number Tite Other Court het C2S DateFiled Date Term.
0:08-md-01943-JRT In Re: Levaquin Products Liability Litigation 06/16/2008
0:06-cv-03728-JRT-AJB Voss et al v. Johnson & Johnson et al 09/15/2006
[0:07-cv-01661-JRT-AJB Beardsley v. Johnson & Johnson et al [ \ 032612007 [06/02/2009
[0:07-cv-01862-JRT-AJB Kirkes et al v Johnson & Johnsan et al [ \ [04/11/2007 |
[0:07-cv-02999-JRT-AJB [Parr v. Johnson & Johnson et al [ \ [06/21/2007 |
[0:07-cv-03960-JRT-AJRB [Christensen et al v Johnson & Johnson et al [ \ (091272007 |
[0:07-cv-04617-JRT-AJB [Shaffer v. Johnson & Johnson et al [ \ [11/15/2007 |
[0.08-¢v-00277-JRT-AJB [Cottle v. Johnson & Johnson et al [ \ (017302008 |
[0.08-¢v-00906-JRT-AJB Neireiter v. Johnson & Johnson et al [ \ [03/31/2008 |
[0.08-¢v-01306-JRT-AJB [Burdick v. Johnson & Johnson et al [ \ [05/12/2008 |
[008-¢v-02244-JRT ~ [Roxenberg v. Johnson & Johnson et al [ \ 06/23/2008 |
0:08-cv-02245-JRT Epperson v. Johnson & Johnson Indiana Southern 1:07-cv-01640  |06/24/2008
0:08-cv-02246-JRT ~ Brumifield v. Ortho-McNeil Pharmaceutical, Inc. et al 07/29/2008
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